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Introduction

The PeopleSoft Financials Training Guide was produced by using the User Productivity
Kit (UPK) / On Demand Training application. The Training Guide is comprised of 3
levels:

¢ Module — PeopleSoft component

e Lesson — Description level
e Topic - Procedure

All levels are identified with the prefix “ST” for STATE.

PeopleSoft Financial Modules Training Guides are available on the Office of
Management & Budget website: www.nd.gov/fiscal/accounting/manuals.

The PeopleSoft Financials Module Online Tutorials and Job Aids are available by
clicking on the Help menu in PeopleSoft Financials.

ORACLE’

Notice to Users:

e All Training Guide content was recorded in the PeopleSoft Test environment
(NDFT). The NDFT logo will appear on the screen shots in this document;
however, this will not be seen in the Production environment.

e The PeopleSoft Tools upgrade was implemented in October 2010. This change
does not affect the actual material represented in the Training Guides/Job Aids;
however, the main menu screens in the training material may look different than
the actual PeopleSoft Production environment.


http://www.nd.gov/fiscal/accounting/manuals
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ST Module 7 - Billing
Billing Module

PeopleSoft Billing processes billing information to create invoices. The Billing module allows
you to:

Create customers

Create bills

Receive billing data from other PeopleSoft applications
Receive billing date from non-PeopleSoft applications
Create inter- and intraunit bills

Review and validate bills

Adjust invoices

To view or print the Billing Training Guide, click on OMB's training webpage:
(http://www.nd.gov/fiscal/accounting/manuals)

ST Lesson 7.1 - Creating Customers
Creating Customers

Governmental entities, businesses or individuals who owe agencies for goods or services
rendered are defined as customers. A customer must be set up prior to creating a
billing/receivable. The user has the option of assigning a unique Customer ID or allowing the
system to assign a pre-defined auto-number.

PeopleSoft Billing allows you to identify different types of customer relationships and billing
methods. This section creates and maintains information for regular online billing customers.
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ST 7.1.1 - Adding a New Customer
Adding a New Customer

Navigation: Customers > Customer Information > General Information

Customers must be established before they can be billed. Adding a New Customer involves
creating the customer name, address, billing type and contact information.

Procedure

This topic shows how to Add a New Customer. A customer must be set up and in Active Status
in order for a bill to be created and the account receivable established.

(_:‘Emplnyee-[ating registry content - Windows Internet Explorer

gw:—_:-:v|g, https: | v, connectnd, us/pspndft EMPLOYEE [ERP R ?tab=0EFALLT j 5 W[4l % |;-_v|_we cearch e

7 Favarites ‘ 9% @] Suggested Sites = @ | Wsb Slice Gallery -

= >
{E& Employee-facing registry content ﬁ - - [ = - Page - Safety - Tools - @v

ORACLE" You are on Database: NDFT . . ; > =

Favarites = Main Menu
- i -

Fersonalize Content | Layout
|Menu [2] (=]

Search:
®

[ My Favorites

[» Data Expansion Tools
[» Employes Self-Senvice
[» Manager SelfService
[> Supplier Contracts

> Custamers

[> Pariners

[> Products

[» Catalog Management
[> Promotions

[» Customer Caontracts

[» Order Managerent

[> Pricing Configuration
[» Customer Returns

[ tems

[> Cost Accounting

[> Yendors

I» Purchasing

[* Inventary

[» eProcurerment

[» Services Procurerment
[> Sourcing

I» Engineeting

[> Manufacturing Definitions
[» Production Control

[» Configuration Modeler
[> Product Configurations
[+ Guality

[> Demand Flanning

[= Inventory Palicy Planning LI

https: ffwew . connectnd  uspspfndft{EMPLOYEE [ERPYs/WEBLIE_PTPP_SC HOMEPAGE FieldFormula.ISc @ tnternet | Protected Made: OFF o | miome -

Costart| | 5, M 7] @ |[& Employee-facing regi.. <@ Yy

Step Action

1. Click the Customers link.
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Step Action

2. Click the Customer Information link.
Eustumer Information
3. Click the General Information link.

Eeneral Information

6= General Information - Windows Internet Explorer

@T\: ) = |&] https:/ jwwn. connectnd.usipsp/ndft/EMPLOYEE ERPjc/MATNTAIN_CLISTOMERS. CUSTOMER_GENERAL.GEL ||| S || %2 || 2| |&¥ Live Search 2=

{_‘f Favorites ‘ i}:‘& €| Sugoested Sites + @ | Web Slice Gallery +

= »
(& General Informatian @ < - ) = - Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDFT

Home: | Warklist | MuttiChannel Consale | Add to Fave

1 Mew window P Help ,
v

Favorites - Main Menu > Customers > Customer Information > General Information
E - -

General Information
Enter arry infarmation you have and click Search. Leave fields blank for a list of all values

[ Add a MewValue |

Maximum number of rowes to return {up to 300%; ’ﬁ
SetiD: = sTaTE Q@
Customer ID: | begins with =] | a
Mame 1:  [begins with x|

Telephone: |begms with j|

City: |begins with = ||

State: |begms with:”

Postal Code: |hegms with j |

™ Include History [~ Correct History [~ Case Sensitive

| Search | Clear |pasic Search B Save Search Criteria
Find an Existing Value | Add a Mew Yalue
4] | i

javascript: submitAction_win0{document.wind, '#ICSwitchMode"); '_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | 00 - A
Lostart| | G B 7] @ |[ /& General nformation -... HE i

Step Action

4, Click the Add a New Value tab.
|/ Add a Hew Yalue N
5. Customer 1D will default to NEXT and cannot be overridden.

Note: Some agencies may be able to override this ID and enter a unique Customer
ID number. This feature was established during initial set up.

6. Enter the desired information into the Customer ID field. Enter "TEST 1".
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Step Action
7. Click the Add button.

,_C: General Information - Windows Internet Explorer
57::;; = [&] hitps: fuwn. connectnd. us{pspindfH{EMPLOYEE/ERP JcMATNTAIN_CUSTOMERS . CUSTOMER_SENERAL.GEL [\ G || €2 || | [&Y Live Search (2]
{} Favorites ‘ {3 € | Sugoested Sites ~ @ | Web Slice Gallery =

@General Infarmation & - - [ @ -~ Page » Safety = Tools = @v >

ORACLE" You are on Database: NDFT

Favorites - Main Menu > Customers > Customer Information > General Information
: - -

E Newwindow  ? Help [ customize Page B hitg 2]

hkEa

General Info Bill To Cptions Ship To Options Sold To Cptions Miscellaneous General Infa

SetlD: 12500 Customer ID: TEST_1 General Info Links: | - More [

*Customer Status: | Active j' Copy From Customer  Lewel: I Regular :['
‘Date Added: 1210772010 |[5) “gince: 120772010 |5 - ~
“Name 1 ul *Short Name:

Hame 2: |

Currency Code: a Rate Type: a -

I~ Bill To Customer ™ correspondence Customer
Bill To Selectinn Correspondence Selectinn
[ Ship To Customer I Remit From Customer
Ship To Selection Eermit Fram Selection
[~ Sold To Customer ¥ Corporate Customer
Sold To Selection Corporate Selection
[ Broker Customer I idation Ci = B Unit: I
[ Indirect Customer I Grants Management Sponsor

Federal Attributes

[ Federal Customer Trading Partner Code: Disbursing Office:
< | ]
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | F00% =

f'_‘startl J i 4] @ @ JI @ General Information -... Ugﬂ @(}’J

Step Action
8. Enter the desired information into the Name 1 field. Enter "TEST, JOE".

Note: Last name first and upper case is recommended for ease in sorting through
the customer database.

9. Enter the desired information into the Currency Code field. Enter "USD" - (United
States Dollar).

10. Enter the desired information into the Rate Type field. Enter "CRRNT" - (Current).
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Step Action
11. Click the Bill To Customer option to select the Role.
Once the Bill To Customer is selected, the Correspondence Customer and Remit
From Customer roles will automatically be selected.
¥ Bill To Customer|
12. Click the Ship To Customer option.
| ¥ ship To customer|
13. Click the Sold To Customer option.
| ¥ Sold To Cus’tumer|
14. Enter the desired information into the Team Code field. Enter "TEAM".
15. Select the Default option.
16. Select the Bill To option.
17. Select the Primary option.
18. Select the Ship To option.
19. Select the Primary option.
20. Select the Sold To option.
21. Select the Primary option.
22. Enter the desired information into the Description field. Enter "MAIN".
23. Enter the desired information into the Address 1 field. Enter "1234 MAIN
STREET".
24, Enter the desired information into the City field. Enter "BISMARCK".
25. Enter the desired information into the State field. Enter "ND".
26. Enter the desired information into the Postal field. Enter "58501".
217. Click the Bill To Options tab.

Bill To Optiohs |
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fﬁ General Information - Windows Internet Explorer
GT::;; = [&] hitps: fuwwn. connectnd. us{pspindfHEMPLOYEE/ERP /cMAINTAIN_CUSTOMERS CUSTOMER_SENERAL.GEL (]| G || €2 || | [&Y Live Search (2]
7 Favaries ‘ 9% @ Suggested Sites = @ | Web Slice Gallery =

gGeneraI Infarmation & - - [ @ -~ Page » Safety = Tools = @v >

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favovrltes EMaln_Menu s Customers > Customer Information > General Inforrnation
: - -

General Info Ship To Options Sold To Cptions Miscellaneaus General Infa

SetiD: 12500 Customer: TEEST_1 TEST, JOE

E Mewwindow 7 Help [ customize Page B hitg 2]

hkEa

Customer Bill To Options a1 First Kl qora B ae

*Effective Date: |1 207/2010 [5 "SIatus:IAC""e j‘ Currency Code:  LSD Rate Type: CRRNT [ [=]
Responsibilities:

Credit Analyst: C| Q Collector: Q AR Specialist: =
Bill Ingquiry Phone: Q Billing Specialist: Q Billing Authority: Q

Billing Options Billing Consolidation Data
[¥ Direct Invoicing Consolidation Key: |
I~ Prompt for Billing Curren:
n 4 il SetlD: Q Customer ID: Q
*Freight Bill Type: Shipping =
Blanket Purchase Orders
Bill Type: Q
Blanket PO Humber: |
Billing Cycle Identifier: Q
Start Date:
Invoice Form: Q a © B
Bill By Identifier: Q End Date: B
AR Distribution Code: Q [ Purchase Order Required
N [ Disable Prices on Receipt
InterUnit Billing
| I InterUnit Customer Immediate Payment Options | M|
[l 3
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% -

;‘."_'Startl J i .l e JI & General Information -... Ugﬂ @(}’J

Step Action

28. Enter the desired information into the Credit Analyst field. Enter "CREDIT".
29. Enter the desired information into the Collector field. Enter "COLLECT".
30. |%ilck the Look up Bill Inquiry Phone (Alt+5) button to select a phone number.
31. Click the Office of Attorney General link.

[Office of Attarney General]
32. Enter the desired information into the Bill Type field. Enter "MSC".

Note: Bill Types may vary by agency. This depends on how the billing is being
issued. MSC is for miscellaneous billings and IDB is for InterDepartmental
Billings.

33. Click the Look up Billing Cycle Identifier (Alt+5) button.

=
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Step Action

34. Click the On Demand link.

Note: The On Demand option is used for customers that are randomly billed. The
Monthly option is used for customers that are billed on a monthly or scheduled bill
cycle. The other Billing Cycle Identifier options are not used at this time.

ion Demand
35. Click the Look up Invoice Form (Alt+5) button.
36. Click the Standard link.

Note: The Standard link is the ONLY Invoice Form used.

Do not use any other Invoice Form.
Standard

37. Click the Look up AR Distribution Code (Alt+5) button.

=

38. Click the Accounts Receivable link.
Eccuunts Feceivable

39. If the Customer is a state agency and needs to be billed by IDB, you can select
InterUnit Customer; however OMB must populate the GL Business Unit roll-up for
that agency.

We will NOT be using it in this example.

Note: See also Topic 7.2.1 - Adding an InterUnit Customer.

40. Click the Save button.
41. This topic showed how to Add a New Customer.

End of Procedure.
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ST 7.1.2 - Updating Customer Information
Updating Customer Information

Navigation: Customers > Customer Information > General Information

Customer information can be modified by adding the new information and using effective dates.
This is optimal in retaining customer history.

Procedure

This topic shows how to Update Customer Information.

(_:‘Emplnyee-[ating registry content - Windows Internet Explorer

5«:.:'|g, hittps: | fieva, connectnd, us/ psp/ndfEEMPLOYEEJERP (h 7t ab=DEFALLT j G || B[] = |;-_v|_we Search o[-

7 Favarites ‘ % @] Suggested Sites - @ | Wsb Slice Gallsry -

= >
{E& Employee-facing registry content ﬁ = - [ = - Page - Safety - Tools - @v

ORACLE" You are on Database: NDFT . — =

Home | Mutichannel Cansale

Favarites = Main Menu
Personalize Cantent | Layout
|Menu 2 =]

Search:

J—  ®

[ My Favorites

[» Diata Expansion Tools
[» Employes Self-Senvice
[> Manager SelfService
[> Supplier Contracts

[» Custamers

[> Pariners

[» Products

[» Catalog Management
[> Promotions

[» Customer Caontracts

[» Order Managerent

[> Pricing Configuration
[» Customer Returns

[ tems

[> Cost Accounting

[ Wendors

I» Purchasing

[= Irventary

[» eProcurerment

[» Services Procurerment
[> Sourcing

[» Engineering

[> Manufacturing Definitions
[» Production Caontral

[» Configuration Modeler
[ Product Configurations
I Quality

[> Demand Flanning

[= Inventory Palicy Planning LI

https: ffwew .connectnd  us{pspfndft{EMPLOYEE [ERPYs/WEBLIE_PTPP_SC HOMEPAGE FieldFormula.ISc € mikernet | Protected Mode: OFF a v [ mioe -

Costart| | 5, M 7] @ |[& Employee-facing regi.. <@ Y

Step Action

1. Click the Customers link.
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Step Action

2. Click the Customer Information link.
Eustumer Information
3. Click the General Information link.

Eeneral Information

ﬂ: General Information - Windows Internet Explorer

5\—-\:}: - |g, hitps: i connectnd. is{pspydft EMPLOVEE JERP,ic/MATNTATN_CLISTOMERS. CLISTOMER_GENERAL GEL = || G |[#2 || x| |{? Live Search |2 |-

{3‘ Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

= »
(& General Informatian @ < - ) m=n - Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDFT

Favorites - Main Menu > Customers > Customer Information > General Information
E - -

 Mew window P Help B http

hkEa

General Information

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Yalue Add a Mew Value

Maxirmum number of rowes to return {up to 3003|300

SetlD: |= = 12500 Q

Customer ID:[begins with =] | aQ
Mame 1:  [begins with x|
Telephone: |begms withj|
City: |begins with = ||
State: |begmswith:||

Postal Code: |hegms with j |
™ Include History [~ Correct History [~ Case Sensitive

| gearch | Clear |pasic Search B Save Search Criteria
Find an Existing Value | Add a Mew Yalue
4] | i

Done [ [ [ [€meemet | Protected Mode: OFf o v (B -
Lostart| | G, B 7] @ |[ & General nformation -... < &m0

Step Action

4, Enter the desired information into the Customer ID field. Enter "test".

Note: If you do not know the Customer ID, type in a portion of the ID and click the
"Look Up" magnifier, or enter the name in the Name 1: field and click Search.

5. Click the Look up Customer ID (Alt+5) button.
6. Click the TEST, JOE link.
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Step Action
7. Click the Search button.

lC: General Information - Windows Internet Explorer

57::;; = [&] hitps: fuwwn. connectnd. us{pspindfHEMPLOYEE/ERP /cMATNTAIN_CUSTOMERS . CUSTOMER_SENERAL.GEL (]| G || 2 || | [&Y Live Search (2=

i} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery =

_réGeneraI Infarmation & - - [ @ -~ Page » Safety = Tools = @v >

ORACLE" You are on Database: NDFT

Favorites - Man Menu > Customers > Customer Information > General Information
; - -

St tprarne

v Sold 1o ¥ Primary 1 | Correspondence Address | =
[T RFID Enabled AT Default WAT Senvice Treatrment Setup s

Address Details

Find | view &1 First BN 40r1 13 Lact

*Effective Date: 1210712010 | *Status: [ctive 7l Language cose:  [Enaien =] =]
Tax Code: QL Physical Nature: I 'I Whe[epeﬁu[med:l vl

Country: USA QL United States
Address 1:  [1234 MAIN STREET
Address 2: |
Address 3: | Wiew Phone Information

I In City Limit
city: [BIsMaRCK
County: [ Postal: ESI
State: ’ND—Q klaorth Dakota

General Info Links: I ~Mare ﬂ

Return to Custormers

Save | L Returnto Search Hletify 1 Refresh By Add | |JE UpdateDisplay. Include History Correct History
]

General Info | Bill To Options | Ship To Options | Sold To Options | Miscellaneous General [nfo

4] | ]
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | F00% =
f'Starll J LmEYeé JI & General Information -... « )

Step Action

8. Correct History status must be enabled before any changes can be made to the
customer.

Click the Correct History button.
[ Correct History |

9. Click the Add a new row at row 1 (Alt+7) button.

Note: This is an address change which is made in the Address Details section.
Specific customer detail changes must be made in the appropriate sections.

Page 10



Training Guide
Module 7 - Billing

Step Action

10. Click the Show next row (Alt+.) button. This will create a new record. The
Effective Date will default to the current date.

Note: There are now 2 records. The new updated record becomes record 1.

D]

11. Access record 2 (the original record with the older Effective Date). This record
must be Inactivated.

Click the Status list.

(_ General Information - Windows Internet Explorer [_[=]x]
: || B L =
@g} = [&] https: /e, connectnd. usipspindftEPPLOVEEJERPc/MAINTAIN_CLSTOMERS cUsTOMER_sENERAL GEL (]| G || 42 /|2 | [8 Lve search =28

S Favortes | 55 @] Suggested Sites ~ @] Weh Slice Galery -

g General Information

ﬁ © = @ - Page = Safety ~ Tools = @v »

ORACLE" You are on Database: NDFT

| MutiChanne
Favovrites MainvMenu > Customers > Customer Information > General Informnation
H - -

[ Federal Customer Trading Partner Code: Dishursing Office: - |
Support Teams i Fpot Kl qora D oot
Team Code Default Description
TERM QW Team E

Address Locations

Find | "iew &1 First ED 4 0f 4 D Lact

) ] - =
v v

“Location: 1 MBillTo ™ Primary ™ Broker [ Primary

M shipTo ™ Primary ™ indirect ™ Primary

¥ sold To ¥ Primary " correspondence Address

Description: |MA|N

[T RFID Enabled  YAT Default WAT Semice Treatment Setup
1 First Kl 2072 1 Lost

*Effective Date: 12072010 *Status: Language Cove:  |Enatisn =] [FIE]
Tax Code: Q. Physical Nature: I :l' WherePerformed:l—Ll

Address Details

Country: USA QU United States Alternate Names

Address 1; 1234 MAIN STREET ]

Address 2: | ’— |

Address3: | Wiew Phane Infarmation

™ In City Lirnit

Citw: [BIsMARCK

Canmhe [ Dnctal: ARAM1 =
4| | .

’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF ‘fﬂ = | 0% - A
Costart| | G, B 7] @ |[& General Information -... <@ Y

Step Action
12. Click the Inactive list item.

Ihactive
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fﬁ General Information - Windows Internet Explorer

% = [&] hitps: fuwws. connectnd. us{pspindfHEMPLOYEE/ERPJcMATNTAIN_CUSTOMERS . CUSTOMER_GENERAL.GEL [\ G || 2 || | [&Y Live Search (2]
{} Favorites ‘ {3 €| Suggested Sites ~ @ | Web Slice Gallery =

g General Information

ORACLE" You are on Database: NDFT

Favorites - Main Menu > Customers > Customer Information > General Information
: - -

I~ Federal Customer Trading Partner Code: Disbursing Office:

Support Teams

Team Code Default Description
TEAM O Tearn =

Address Locations

“Location: 1 M BillTo ¥ Primary T Broker [ Primary
¥ ship To ¥ Primary Mindirect [ Primary
v Sold To ¥ Primary I Correspondence Address

Description: |MA|N

[ RFID Enabled AT Default WAT Service Treatrnent Setup

Address Details

*Effective Date: 12072010 “Status: IInacli\re 'I Language Code: IEninsh vl F[=
Tax Code: @ physical Nature: | =] where Performes:| -1

Country: USA QU United States Alternate Names

Address 1: |1 234 MAIN STREET

Address 2 [ | |

Address 3 | igw Phone Information

I In City Limit

City: EEIGES

P [ Dnctal- [amans | b
4| | -
javascript:submitAction_win0{document.wind, $ICField95shtop$0'); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ’\fn_-| 00 A

Jf'Starll J S mTY e JI & General Information -... = )

Step Action

13. Click the First link to access the new record.
First

14, Enter new address information.
15. Click the Save button.

16. This topic showed how to Update Customer Information.
End of Procedure.
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ST Lesson 7.2 - Creating InterUnit Customers and Bills
Creating InterUnit Customers and Bills

PeopleSoft Billing allows you to identify different types of customer relationships and billing
methods. This section creates and maintains InterUnit customer information for billing.

ST 7.2.1 - Adding an InterUnit Customer

Adding an InterUnit Customer

Navigation: Customers > Customer Information > General Information

Customers must exist before they can be billed. Adding a New Customer involves creating
customer name, address, billing type and contact information. InterUnit Customers can be billed
and paid electronically in PeopleSoft.

Procedure

This topic shows how to Add an InterUnit Customer
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mployee-facing registry content - Windows Internet Explorer

5\:_: = [&] https: fwon.connectnd. us/pspindFt/EMPLOYEEJERF hy7tab=DEFALLT =l & |E|l§|lz| |&¥ Live Search | 2=

T:f Favorites ‘ {c‘; € | Sugoested Sites + @ | Web Slice Gallery +

- »
@Emp\oyee-l’aclng registry content ﬁ - v [ mm -~ Page~ Safety = Tools » @v

ORACLE" You are on Database: NDFT : . = =

Hoime:

Favrites - Main Menu
Persanalize Cantent | Layout
|Menu (=]

Search:
®

[ Wty Favorites

[ Diata Expansion Tools
> Employee SelfService
[> Manager Self-Service
[» Supplier Contracts

> Customers

> Partners

[» Products

[> Catalog Management
[» Promotions

[» Customer Contracts

[ Order Management

[» Pricing Configuration
[» Customer Returns

[ tems

[» CostAccounting

[ %endors

[= Purchasing

[ Inventary

[> eProcurement

[» Services Procurement
[» Sourcing

[> Engineering

[» Manufacturing Definiions
[» Production Contral

[> Canfiguration Modeler
I» Product Configurations
[ Cuality

[> Demand Planning

I Inventary Folicy Flanning jhd|

https:f fvww connectnd usfpspindfE{EMPLOYEEERP) s WEBLIE_PTPP_SC HOMEPAGE  FieldFarmula,I5c ﬁ Internet | Pratected Mode: OFF ¥5 - | 100 - A

f'startl J ﬂ. | e JI & Employee-facing regi... ﬂ @(}’J

Step Action

1. Click the Customers link.

2. Click the Customer Information link.
Eustumer Information
3. Click the General Information link.

Eeneral Information
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6: General Information - Windows Internet Explorer
% % [&] https: fwwmn. connectnd. us/pspindFt{EMPLOYEE/ERP jc/MATNTAIN_CUSTOMERS.CUSTOMER_GENERAL.GBL (]| G || €2 || X | [&¥ Live Search |2 |-

{;‘ Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

EGeneraI Infarmation @ - - [ @ ~ Page - Safety ~ Tools - @v >

ORACLE" You are on Database: NDFT

| MuttiChannel
Favorites | Main Menu > Customers > Customer Information > General Information
H - >

f Mew window P Help B http

nien
General Information
Enter arry infarmation you have and click Search. Leave fields blank for a list of all values

[ Add a MewValue |

Maximum number of rowes to return {up to 300%; ’ﬁ
SetiD: = FreE . a
Customer ID: | begins with =] | a
Mame 1:  [begins with x|

Telephone: |begms with j|

City: |begins with = ||

State: |begms with:”

Postal Code: |hegms with j |

™ Include History [~ Correct History [~ Case Sensitive

| Search | Clear |pasic Search B Save Search Criteria
Find an Existing Value | Add a Mew Yalue
4] | i

javascript: submitAction_win0{document.wind, '#ICSwitchMode"); '_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | 00 - A
Lostart| | G B 7] @ |[ & General nformation -... < &m0

Step Action
4, Click the Add a New Value tab.

|/ Add a New Valug

5. Enter the desired information into the Customer ID field. Enter "602.9".

Note: InterUnit Customers are state agencies that pay through the Accounts Payable
module. These Customer ID numbers should coincide with the agency number.

6. Click the Add button.
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,_C: General Information - Windows Internet Explorer

57::;; = [&] hitps: fuwwn . connectnd. us{pspindfHEMPLOYEE/ERP/cMATNTAIN_CUSTOMERS . CUSTOMER_SENERAL.GEL (]| G || 2 || | [&Y Live Search (2]

i} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery =
»
1€ general Information & v -~ [ @ ~ Page - Safety » Tools » @v

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out

Favorites — Main Menu > Customers > Customer Information > General Information
‘ &) ~
B Newwindow P Help [ Custornize Page B htp Al

General Info Bill To Cptions Ship To Options Sold To Cptions Miscellaneous General Infa

SetiD: 12500 Customer ID: 502.3 General Info Links: | -Mare [
*Customer Status: | Active j' Copy From Customer  Lewel: I Regular :['
‘Date Added: 121092010 | *Since: |1 2092010 |[5 “Type: [Usert -
“Name 1 | *Short Name:

Hame 2: |

Currency Code: a Rate Type: a -

I~ Bill To Customer ™ correspondence Customer
Bill To Selection Caorrespondence Selection

[ Ship To Customer I Remit From Customer
Shin To Selection Remit Fram Selection

[~ Sold To Customer ¥ Corporate Customer
Sold To Selection Corporate Selection

[ Broker Customer I idation Ci = idation Busi Unit: I

[ Indirect Customer I Grants Management Sponsor

Federal Attributes
[ Federal Customer Trading Partner Code: Disbursing Office:
4| | 3|
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | 00 -

A"'Starll J L2mEYeé JI & General Information -... « )

Step Action

7. Enter the desired information into the Name 1 field. Enter "AGRICULTURE
STUDY COUNCIL".

8. Enter the desired information into the Currency Code field. Enter "USD".

9. Enter the desired information into the Rate Type field. Enter "CRRNT".

10. Select the Bill To Customer option.

Once the Bill To Customer is selected, the Correspondence Customer and Remit
from Customer will automatically be selected.

| Bil To Customer|
11. Select the Ship To Customer option.
| ship To customer|
12. Select the Sold To Customer option.
| Sold To Customer|
13. Enter the desired information into the Team Code field. Enter "TEAM".
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Step Action

14. Select the Default option.

15. Select the Bill To option.

16. Select the Primary option.

17. Select the Ship To option.

18. Select the Primary option.

19. Select the Sold To option.

20. Select the Primary option.

21. Enter the desired information into the Description field. Enter "MAIN".
22. Enter the desired information into the Address 1 field. Enter "600 EAST

BOULEVARD".

23. Enter the desired information into the City field. Enter "BISMARCK".
24, Enter the desired information into the State field. Enter "ND".

25. Enter the desired information into the Postal field. Enter "58505".

26. Click the Bill To Options tab.

Bill To Optiohs |
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fﬁ General Information - Windows Internet Explorer

% = [&] hitps: fwwn . connectnd. us{pspindfHEMPLOYEE/ERP /cMATNTAIN_CUSTOMERS . CUSTOMER_SENERAL.GEL (]| G || 2 || | [&Y Live Search (2]

i} Favorites ‘ {3 €| Sugoested Sites ~ @ | Web Slice Gallery =

gGeneraI Infarmation & - - [ @ -~ Page » Safety = Tools = @v >

ORACLE" You are on Database: NDFT

Favorites - Main Menu > Customers > Customer Information > General Information
: - -

General Info Ship To Options Sold To Cptions Miscellaneaus General Infa

SetiD: 12500 Customer: 6029 AGRICULTURE STUDY COUMNCIL

E Mewwindow  ? Help [ customize Page B hitg 2]

hkEa

Customer Bill To Options ing | view s First E 4 0r1 D gt

*Effective Date: |1 2092010 [5 "SIatus:IAC""e j‘ Currency Code:  LSD Rate Type: CRRNT [ [=]
Responsibilities:

Credit Analyst: | Q Collector: Q AR Specialist: Q
Bill Ingquiry Phone: Q Billing Specialist: Q Billing Authority: Q

Billing Options Billing Consolidation Data
[¥ Direct Invoicing Consolidation Key: |
I~ Prompt for Billing Curren:
n 4 v SetiD: Q Customer ID: Q
*Freight Bill Type: Shipping =
Blanket Purchase Orders
Bill Type: Q
Blanket PO Humber: |
Billing Cycle Identifier: Q
Start Date:
Invoice Form: Q a © B
Bill By Identifier: Q End Date: B
AR Distribution Code: Q [ Purchase Order Required
N [ Disable Prices on Receipt
InterUnit Billing
| I InterUnit Customer Immediate Payment Options | M|
[l 3

’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% =
Jf'Starll J S.mY e JI & General Information -... = )

Step Action

217. Enter the desired information into the Credit Analyst field. Enter "CREDIT".
28. Enter the desired information into the Collector field. Enter "COLLECT".
29. Click the Look up Bill Inquiry Phone (Alt+5) button to select a phone number.

=

30. Click the Office of Attorney General link.
[Office of Attorney Generall

31. Click the Look up Bill Type (Alt+5) button.
32. Click the IDB (InterDepartmental Billing) link.
33. Click the Look up Billing Cycle Identifier (Alt+5) button.

=
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Step Action

34. Click the Monthly link.

Note: The On Demand option is used for customers that are randomly billed. The
Monthly option is used for customers that are billed on a monthly or scheduled bill
cycle. The other Billing Cycle Identifier options are not used at this time.

35. Click the Look up Invoice Form (Alt+5) button.
36. Click the Standard link.

Note: The Standard link is the ONLY Invoice Form used.

Do not use any other Invoice Form.

Standard
37. Click the Look up AR Distribution Code (Alt+5) button.
38. Click the AR link.
]
39. Contact OMB to select InterUnit Customer and identify GL Business Unit roll up.
40. The InterUnit Billing section identifies the Customer to be billed by IDB.
41. Click the Save button.
42. This topic showed how to Add an InterUnit Customer.

End of Procedure.
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ST 7.2.2 - Creating an InterUnit Bill
Creating an InterUnit Bill

Navigation: Billing > Maintain Bills > Standard Billing

Creating an InterUnit billing transaction is the process of a General Ledger business unit billing
another General Ledger business unit for products or services provided.

Procedure

This topic shows how to Create an InterUnit Bill.

(,;‘Empluyee-facing registry content - Windows Internet Explorer

@;—: - |§, https: | v, connecknd, us/pspndrt EMPLOYEEERF b ?tab=DEFALILT
o7 Favorites ‘ 9 @ Suggestad Sites * @ | Web Slica Gallery

@ Employee-facing registry content | |

|| % I:"Live Search

M- - [ = v Page~ Safety v Tools~ @@+

»

[» Catalog Management
[> Promotions

[» Customer Caontracts

[> Order Management

[> Pricing Configuration
[» Custamer Returns

[ tems

[> CostAccounting

[ Wendors

I» Purchasing

[= Irventary

[» eProcurerment

[> Services Procurement
[> Sourcing

[» Engineering

[> Manufacturing Definitions
I» Production Contral

[» Configuration Modeler
[» Product Configurations
I Quality

I> Demand Flanning

[= Inventory Palicy Planning
[» Supply Planning

[> Grants

[> Pragram Management
[» Project Costing

[> Proposal Management
[» Maintenance Managerment
[» Resource Management
[» Lease Administration
[ Travel and Expenses

[> Travel Administration

[ Billing

[» Accounts Receivable

[> Azcounts Payable

[» eSettlerments

[> Asset Management

[+ IT As=et Management
[» Banking

[» Gash Management

:‘Startl J i mY é JI {& Employee-facing regi...

-

https:{ fvaww .connectnd . usfpspindfHEMPLOYEE/ERP/s WEELIE_EOPP_SC.HOMEPAGE. FieldFormula. 15c |W Internet | Protected Mode: OFF

[%5 = [®oee -
<« (&) WY
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Step Action
1. Click the Billing link.
2. Click the Maintain Bills link.

3. Click the Standard Billing link.

C: Standard Billing - Windows Internet Explorer

. 4y [ [5c I -
GED = [&] https: /e, connectnd. usipspindft/EPPLOVEEJERPc/ENTER_BILLING INFoRMATION,BL_ENTRY.ceLePor | S |42 ]| | [8% uve szarch =2

i Favorites | 35 @] Suggested Sites ~ @] Weh Slice Gallery -

J& standard Billing 5~ - [ g=h + Page - Safety > Tools- (@=

ORACLE" You are on Database: NDFT
Home ) A es | Signout
Favovrites MainvMenu > B\Ihvng > Maintgn Bil: > Standard Biling

E Mew window  ? Help B htip

=)

Bill Entry
Enter any information you have and click Search. Leave fields hlank for a list of all values.

( Add a MewValue |

Maxitnurn number of rowes ta return (up to 3003|300

Business Unit: I:I [ttooo @

Invoice: |begins with = || Q,

Bill Status: |= = =l
Customer: |begins with = || Q
Contract: |begins With”

Bills in Business Unit: m li Q
Template Invoice Flag: |= = =

" Ccase Sensitive

Search | Clear |pasic Search [ Save Search Criteria

Find an Existing value | Add a Mew value

4| | i
javascript: submitAckion_win0{document.wind, #ICSwitchMade; ’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF G"ﬂ - | 0% - A
A"_’Startl J LY é JI (& standard Billing - Win... BEE sy

Step Action
4, Click the Add a New Value tab.

|/ Add a Mew Valug |
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Step Action
5. Enter the desired information into the Invoice field. Enter "AGTEST122010".
Note: The Invoice number may not be available to change. This depends on the
initial invoice set up. If NEXT cannot be changed, the Invoice number will
automatically populate when the bill is saved.
6. Click the Look up Bill Type Identifier (Alt+5) button.
7. Click the IDB (InterDepartmental Billing) link.
8. Click the Look up Bill Source (Alt+5) button.
9. Click the Online link.
10. Click the Add button.
11. Status will be NEW (New); however this can be changed to RDY (Ready to

Invoice) right away. If the status is left as NEW, the Bill Status Change will have to
be ran (ST 7.5.1 - Bill Status Change).

Note: The NEW status allows the billing to be changed and will not be picked up in
the Single Action Process (ST 7.5.3 - Running/Printing Single Action Invoices).
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ﬁ= Standard Billing - Windows Internet Explorer

g:_: = [&] https:fevw. connectnd. usipspindft/EMPLOYEEJERPc/ENTER_BILLING INFORMATION,BL_ENTR. GeLeFor || S |42 || | [& Live szarch |21
7 Favorites ‘ 9% @] Suggestad Sites * @ | Web Slica Gallery

(& standard Biling ﬁ - -~ [ Qé; ~ Page - Safety ~ Tools - ®v >

ORACLE" You are on Database: NDFT

Home | Warklist | MuttiChannel Congsale | Add to Favortes | Sign out

Favarites ?MainvMenu ¥ B\Ihvng ¥ Maint@n Eils : Standard Eiling

E Newwindow P Help & Customize Page [ htip
Header-Info 1 | ai]

Unit: 12500 Inwoice:  AGTEST122010 Pretax Amt: 000 Ush
¥
Status: MNEW QY Invoice Date: E curr: usp Lt
Installrnent Bill Schedule
type: 08 Gospemns@rmrce: (0N QU omrequency: [oree ] D R nedue
=R
*Customer: |770.0 A agdress I nterunit 22 SubCust1:

Water Commission SubCust2: I
Cycle ID: MONTHLY Q *Irsoice Form: STANDARD From Date: el To Date: el

Pay Terms: |IMMED |2, Pay Method: [crk/a @ Remit To: 250 @ Bank Account: (10 Q.
3::"“"9 & Account: 124001 QR Distribution
Sales: 'W Q Bill Inquiry Phone: |TD1 -328-4213 aQ
Credit: CREDIT | @ Collect: COLLECT (O piller: Q Billing Authority: Q
Goto: Headerinfo 2 Address  CopyAddress Potes Express Entry
Sumrmary  Bill Search  Line Search Navigation: | HEader- Info 1 (= Ne)d
Return to Maintain Bills
B Save | [=] wctity | | s Refresh | [Er e | | UpdateiDisplay
Header - Info 1 | Line - Info 1
4] | |
Done [ [ [ [&meemet | Protected Mode: off BRI

Sostart| | G, P @ |[/& standard Billing - win... BEE i

Step Action

12. Click the Look up Status (Alt+5) button.
13. Click the Ready to Invoice link.
14. Click the Choose a date (Alt+5) button.

15. Click the 9 link.

16. The billing can be applied back to an open accounting period.

The apply back date must be stated in the Accounting field.

The Invoice Date field will not apply back the transaction.

Note: If the billing is applied back to a closed accounting period, the invoice will
transfer to error status and a billing will not be created.
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Step Action
17. Click the Choose a date (Alt+5) button.
18. Click the Previous Month button.
19. Click the 30 link.
20. The Invoice Date and Accounting Date can differ.
The Invoice Date is the date the invoice was created.
The Accounting date is the date the Accounts Receivable/Revenue was established.
21. Click the Save button.
& save
22. Click the Line - Info 1 tab.
' Line-lInfol
23. Line, Table, Identifier, Description and Unit Price fields can be utilized if values are

established in the set up process. The purpose of this feature is to identify, calculate
and total items.
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f_ standard Billing - Windows Internet Explorer

m % |&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEEERF /c/ENTER_PILLING_INFORMATION.B_ENTRY.GBL7PoF ]| G || €2 || X | [&Y Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

@ standard Biling - - [ pe o~ Page - Safety ~ Tools+ (@e

ORACLE" You are on Database: NDFT

Home

Favarites gMain_Menu ¥ B\Ihvng ¥ Maintgn Eils : Standard Eiling

Header - Infa 1 'mﬁﬂ.

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

Unit: 13500 BillTo: 7700 Pretax Amt: 000 Uso
Invoice:  AGTEST122010 Wiater Commission E B wmaxrows: [ 5 E =
Bill Line 2l First K14 of 1 O ost
Seq Line Table Identifier Description Net Extended =1
I A | 0.00
Oty Line Type: ’W Q ¥ hccumulate

UOM: Q From Date: El  Through Date: 2]
Unit Price: 0.0000  Tax Code: a I™ Tax Exempt
Gross Extended: m Exempt Cert: ‘ Q

Less Discount: 0.00
Plus Surcharge: .00
Net Extended: 0.00
VAT Amount: 0.00
Tax Amount: 0.00
Met Plus Tax: 0.oo
Goto Linelnfo? Tax  Accounting  DiscountSurcharge botes  Express Entry
_— Series
Summary  Bill Search  Line Search Havigation: |Line - Info 1 = Prev  Mext
o | :IJ
Done [ [ [ [&meemet | Protected Mode: OFf o v (B -

Zostart| | G, B P @ |[ /& standard Billing - win... BEE i

Step Action

24, Enter the desired information into the Gross Extended field. Enter "500.00".
25. Additional Bill Lines can be added by clicking on the plus (+) button.

26. Click the Accounting link.

Accounting
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fﬁ standard Billing - Windows Internet Explorer

GT::;; = [&] hitps: fuwse. connectnd. us{pspndfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION.B_ENTRY.GBL7POF ]| G || €2 || | [&Y Live Search (2]
{} Favorites ‘ ﬁ €| Suggested Sites ~ @ | Web Slice Gallery =

»
1€ standard Biling - « 7 v Page -~ Safety v Toos < -

ORACLE" You are on Database: NDFT

Favatites - Main Menu > Biling > Maintain Bils > Standard Biling
- : - - -

E Mewwindow  ? Help [ customize Page B hitg 2]

hkEa

Header - Info 1 Line - Info 1 Rev Distribution
0 &
Unit: 12500 Bill To: 7700 Pretax Amt: a00.00 USD
Invoice:  AGTEST122010 Wiater Comrmission El & wmaxRows: 5 Bl &
Bill Line
Seq Line  ldentifier Description Net Extended
1 a00.00

Bl Creates GL Acct Entries
Bill Line Distribution - Revenue

1 n Reference Informstion

Code Account Oper Unit Fund Dept Program  Class Project Percentage Amount
== Q| Q| Q| Q| Q| Q| Q| Q[ toopo
Percent: 100.00 Amount 500.00 Gross Extended: 500.00
Goto: Linelnfo 2 Tax  Accounting  DiscountSurcharge  Rotes Express Entry
- . Series
i i Mavigation: |Accty - Rev Distribution e
Summary  Bill Search  Line Search lit | o J [

Return 1o Maintain Bills

B save | =] motify | s Refresh |
Header - Info 1 | Line - Info 1 | Accty - Rey Distribution b
4] | _’lll
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF "'ﬁﬂ_'l 00 A
Srstant| | Z, W T & Jlm

Step Action

217. Revenue Distribution Codes are established in the initial Billing/Accounts
Receivable set up. The accounting chartfields are mapped to a specific code to
provide a data entry short-cut.

Click the Look up Code (Alt+5) button.

28. Click the Legal Services link.
Lenal Semvices

29. Multiple bill distribution lines can be used, however, the Percentage of ALL lines
must be equal to 100.

30. Click the Notes link.
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,af:'_ standard Billing - Windows Internet Explorer
w % |&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERF/c/ENTER_PILLING_INFORMATION.B_ENTRY.GBL7PoF ]| G || €2 || X | [&Y Live Search (2=

q} Favorites ‘ ié, €| Suggested Sites + @ | Web Slice Gallery +

(& standard Biling

ORACLE" You are on Database: NDFT

Home t

Favarites gMain_Menu ¥ B\Ihvng ¥ Maintgn Eils : Standard Eiling
@New\l\finduw ?Help E{'Custum\ze Page ,htlp

s

" Header-Info1 | Line-Info1

Pretax Amit: 500.00 UsD

Unit: 12500 Bill Ta: 7700
Invoice:  AGTEST122010 Wiater Commission El B ax Rows: 5| B &
Bill Line ai First K11 or1 O Laet
Seq Line Identifier Description Met Extended
1 a00.00
Bill Line Note : a1 Frst K qore B Loy
[~ Standard Note Flag Std Note: Q [=]
[ Internal Only Flag Mote Type: Q
Note Text
Goto: Linelnfo 2 Tax  Accounting  DiscountSurcharge MNotes Express Entry
Series

i i Navigation: |Line - Mote
Summary  Bill Search  Line Search 0 | Prev Mex

Return to Maintain Bills

|E Save | |E| Matify | |f:; Refresh | |E‘+ Add | | Update.fDlsplay:

Header - Info 1 | Line - Info 1 | Line - Mote
| _>l_I

4
Dione '_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF '\fn_vl o100 - v
Sostart| | 5, B P @ |[ & standard Billing - Win... BEE =

Step Action
31. Enter the desired information into the Note Text field. Enter "LEGAL FEES FOR

WATER STUDY".
32. Click the Line - Info 1 tab.

Line-Info 1 |
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.= Standard Billing - Windows Internet Explorer

GT::; = [&] hitps: fuwwe . connectnd. us{pspindfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION.B_ENTRY.GBL7POF ]| G || €2 || | [&Y Live Search
{} Favorites ‘ {5 € | Suggested Sites ~ @ | Web Slice Gallery =

‘_',é Standard Billing

ORACLE" You are on Database:

Home

Favarites Main Menu - > E\Ihvng » Malnt@n Bils = Standard Billing
Seq Line Table Identifier Description Net Extended =1
1 I_ ,_O‘ | Q | G00.00
Oty ’W Line Type: ’ﬁ aQ
UOM: ’7 Q From Date: )

¥ Accumulate

Through Date: [

Unit Price: 500.0000)  Tax Code: Q I Tax Exempt
Gross Extended: 500000 Exempt Cert:| Q
Less Discount: 000
Plus Surcharge: oo
Het Extended: A00.00
VAT Amount: 0.00
Tax Amount: 0.oo
Het Plus Tax: 500.00

Goto: Linelnfo2 Tax  Accounting  DiscountSurcharge Motes — Express Entre

Page
j Series

Mavigation: |Line - Info 1
Prev  hext

Summary  Bill Search  Line Search

Return to Maintain Bills

B save | [Z] hotify s Refresh Es &dd Update/Display

Header - Info 1 | Ling - Info 1

4

"l

Done l_ l_ l_ ’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF
Sistart| | 5 B P @ || @ standard illing - win...

A miore -

HE a0

Step Action

33. Click the Save button.

34. This topic showed how to Create an InterUnit Bill.
End of Procedure.
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ST 7.2.3 - Maintaining an InterUnit Bill
Maintaining an InterUnit Bill

Navigation: Accounts Receivable > Customer Accounts > Customer Information > Account
Overview

Maintaining customer account activity is important with InterUnit Bills because the billed agency
has the capability to under/overpay an invoice. The account can be monitored so the appropriate
adjustments can be made, if necessary.

Procedure

This topic shows how to Maintain an InterUnit Bill by monitoring the account balance activity.

ﬁEmplnyee—[acing registry content - Windows Internet Explorer

@_\t-: |- |g, hittps: v, connecknd. us/psp ndft EMPLOYEE JERP by 7t ab=DEFALLT j ERENETES |-7_-" Live Search yeREs
{_7 Favorites ‘ {.5 €| Suggested Sites + @ | Web Slice Gallery +

‘_:iConnecting‘.. | | ﬁ -~ - [ é; ~ Page ~ Safety ~ Tools ~ l@lv >

[ ltems ;I

[> Cost Accounting

[ Wendors

I» Purchasing

[= Irventary

[» eProcurerment

[> Services Procurement

[> Sourcing

[> Engineering

[> Manufacturing Definitions
[» Production Caontral

[» Configuration Modeler

[> Product Configurations
I Quality

[> Demand Flanning

[= Inventory Palicy Planning
[» Supply Planning

[> Grants

[= Program Management

[» Project Costing

[> Proposal Management

[» Maintenance Managerment
[» Resource Management
[» Lease Administration

[ Travel and Expenses

[> Travel Administration

&> Billing

[» Accounts Receivable

[> Azcounts Payable

[> eSettlerments

[> Asset Management

[+ IT As=et Management

[» Banking

[» Gash Management

[> Deal Managerment

I» Risk Management

[> Financial Gateway

[ AT and Intrastat

[> Excise and Sales TaxWAT IMD
> Commitrment Control LI

https:{ fvawwn .connectnd .usfpspindft/EMPLOYEE/ERP/s (WEELIE_PTPP_SC HOMER! |a Internet | Protected Mode: OFF g | o100 - A

A“Startl J i |y é JI /& Employee-facing regi... = @[{}))

Page 29



Training Guide
Module 7 - Billing

Step Action

1. Click the Accounts Receivable link.
[l Accounts Receivahle]

2. Click the Customer Accounts link.
Eustumer Accounts

3. Click the Customer Information link.
Eustumer Information

4, Click the Account Overview link.

Eccuum Crenview

{:: Account Overview - Windows Internet Explorer !E E
6@.‘ = [&] hitps: fuwen. connectnd. us{pspindfH{EMPLOYEE/ERP /o COLLECT_RECEIVABLES.ITEM_oPEN_QUERY.6L7P (2| G || s || | [&Y Live Search |2~

{} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

= »
1€ pccount Overview & v v [ mm - Page~ Safety v Tools » @v

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChennel Console | AddtoFavortes | Signout
Favovrltes i Malnvn-'lenu s Bocounts Receivable > Customer Accounts > Customer Information > Account Overviesw:
: - - -

B Mewwindow 7 Help [ customize Page B http

hkEa

Balances Profile Customer Action Customer Trend 1 Customer Trend 2 Custormer Trend 3

Seyp; 12500 | Q unit: 12500 2 customer: 9l Q cosmetolomy, Board ot ever: M| Search

Balances | Profile | Customer Action | Custorner Trend 1 | Custamer Trend 2 | Custorner Trend 3

<] | i
’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF #q - | H100% -~

A"Startl J 2EYé JI & Account Overview - ... “ )

Step Action

5. Enter the Customer ID in the Customer field. If you do not know the ID, click on
the magnifying glass for a selection of customers.

Enter the desired information into the Customer field. Enter *908.0".
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Step Action

6. Click the Search button.

7. The Account Overview will display billing and payment history, current and aging
balance and detail links for additional information.

8. This topic showed how to Maintain an InterUnit Bill by accessing the Account
Overview.

End of Procedure.
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ST Lesson 7.3 - Creating Bills Online
Entering Bills Online

You can enter bills into PeopleSoft by using two methods: Online Bill entry or Billing Interface.
Online Bill entry is the manual method of entering bill header and line information into the
system. Bill headers contain the information that applies to the whole invoice and bill line

information applies to the specific items that are being billed.

Billing Interface is discussed in Lesson 7.4.

ST 7.3.1 - Creating an Online Bill

Creating an Online Bill

Navigation: Billing > Maintain Bills > Standard Billings

Creating online bills requires an established customer and appropriate chartfield values. Online
bill entry enables you to enter bills directly into the system, bypassing the Billing Interface. The
standard online billing method is practical for miscellaneous billing activity and for agencies that
do not have a tracking feeder subsystem.

Procedure

This topic shows how to Create an Online Bill.
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@_-.\T: g |g, hitps:  fuseses . connectnd s/ psp rcdft (EMPLOYEE JERP (hj7tab=DEFALLT
{_7 Favorites ‘ {.5 €| Suggested Sites + @ | Web Slice Gallery +

@ Employee-facing registry content | |
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| % I:_"Live Search

- - [ gsh v Page - Safety + Tods - (@~

[> Services Procurement

[> Sourcing

[» Engineering

[> Manufacturing Definitions
I» Production Contral

[» Configuration Modeler

[» Product Configurations

I Quality

I> Demand Flanning

[= Inventory Palicy Planning
[» Supply Planning

[> Grants

[> Pragram Management

[» Project Costing

[> Proposal Management

[» Maintenance Managerment
[» Resource Management

[» Lease Administration

[ Travel and Expenses

[> Travel Administration

[ Billing

[» Accounts Receivable

[» AccqManage all aspects of the Biling product. |
[> eSetlerments

[> Asset Management

[+ IT As=et Management

[» Banking

[» Gash Management

[> Deal Managerment

[» Risk Management

[> Financial Gateway

[ AT and Intrastat

[> Excise and Sales TaxWAT IMD
> Commitrment Control

[» General Ledger

[> Allocations

[+ Statutory Reports

[» SCM Integrations

[> Set Up Financials/Supply Chain
[» Enterprise Components

A“Startl J i mY e JI /& Employee-facing regi...

Il

https:{ fvaww .connectnd . usfpspindfHEMPLOYEE/ERP/s WEELIE_EOPP_SC.HOMEPAGE. FieldFormula. 15c |W Internet | Protected Mode: OFF g | 00 - A

i)

Step Action

1, Click the Billing link.

2. Click the Maintain Bills link.

3. Click the Standard Billing link.
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6: Standard Billing - Windows Internet Explorer

6@: = [&] hitps: fuwsn. connectnd. us{pspndfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION.B]_ENTRY.GBL7POF ]| G || €2 || | [&Y Live Search |2~
{} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery -

- »
(& standard Biling - © [ mm v Page - Safety v Toos < -

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favarites EMaln_Menu s Bllng > Maintan Bils > Standard Biling
: - -

Elnewwindow 7 Help B hitp
Bill Entry

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an AU Add & New Value |

Maximurm number of rows to return fup to 300y | 200

Business Unit: IE lh‘ll]l]l]i Q

Invoice: |begins With” Q.

Bill Status: B = =]
Customer: |neging with x| | (s}
Contract: |begins Withjl

Bills in Business Unit: IE ’7 Q.
Template Invoice Flag: | = =] | =]

I~ Case Sensitive

. Search || Clear |pasic Search [F] Save Search Criteria

Find an Existing Value | Add a Mew Value

4l | i
javascript:submitAckion_winO{document. wind, #ICSwitchMads; ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ¥a - | 00 A

£istart| | 5 B P) @ || @ standard illing - win... <& w

Step Action

4. Click the Add a New Value tab.
|/ Add & Mev Value

5. If your agency was set up for invoice auto numbering, this field will populate with
NEXT.

Some agencies may be able to override this ID and enter a unique Customer 1D
number. This feature was established during the initial set up.

Enter the desired information into the Invoice field. Enter "TESTBILL122010".

6. Click the Look up Bill Type Identifier (Alt+5) button.
7. Click the Misc link.

Misc
8. Click the Look up Bill Source (Alt+5) button.
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Step Action

9. Click the Online link.

Note: External Billing is used for the Billing Interface function (ST Lesson 7.4 -
Billing Interface).

10. You can Search for the Customer number/ID if you do not know it.

Click the Look up Customer (Alt+5) button.

=

11. The Look Up Customer page displays customers for your business unit. This will
only display up to 300 records. If your agency has more than 300, you will need to
refine the search by entering customer information in the Customer ID field.

Enter the desired information into the Customer ID field. Enter "TEST".

12. Click the Look Up button.

13. The Look Up search results should display the customer.
Click the BISMARCK link.

BlSMARCH]

14. Click the Add button.
Add
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6: Standard Billing - Windows Internet Explorer

5\::: = [&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEEERF/c/ENTER_PILLING_INFORMATION.B_ENTRY.GBL7POF ]| G || €2 || X | [&¥ Live Search =8
5:} Favorites ‘ {c‘; €| Sugoested Sites + @ | Web Slice Gallery +

- »
(& standard Biling - - [ mm v Page -+ Safety v Toos v -

ORACLE" You are on Database: NDFT

Favarites éMaln_Menu b3 B\Ihvng ¥ Malntgn Bils : Standard Billing
E Mewwindow P Help [ customize Page B http

hEEn
Header - Infa 1 Line - Info 1

Unit: 12500  Inwoice: TESTHRILL1Z2010 Pretax Amt: 0.00 LS

Status: WQ Invoice Date: £ curr: uso l
R N e
*Customer: [TEST_1 A address SubCust1:

TEST, JOE SubCust2: I
Cycle ID: OM DEMAND | *Irvroice Form: STANDARD @ From Date: el To Date: el

Pay Terms: ’m Q Pay Method: W QF:Z' Remit To: ’W Q Bank Account: ’007 Q
3::::unting B Account: 1240Mm a AR Distribution

Sales: TEAM Q Bill Inquiry Phone: [r01-328-4213 Q

Credit;  |CREDIT @ Collect: COLLECT & piller: Q Billing Authority: Q
Goto Headerinfo 2 Address  CopyAddress  Motes Express Entry

Summsary Bill Search  Line Search Navigation: |HEa0er- Infa | [~ M

Return to Maintain Bills
B save | [=] motity | 4 Refresh | Er mdd | [ 5] UpdateiDisplay

Header - Info 1 | Line - Info 1

4] | i
javascript: pAction_winO{document wind,'BI_HDR_BILL_STATUS$prompt’); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ¥5 - | 100 - A

£istart| | 5, B P @ |[ @ standard Billing - win... «< (& wi

Step Action
15. Status can be left as NEW or changed to RDY (Ready to Invoice).

Note: If left as New, the Bill Status Change (ST 7.5.1) will need to be ran after the
bill(s) are saved and before Generating Invoices/Single Action Invoice (ST 7.5.3).

Click the Look up Status (Alt+5) button.

=

16. Click the Ready to Invoice link.
17. Select a date by clicking on the calendar icon, or type it in the Invoice Date field.

Click the Choose a date (Alt+5) button.

18. Click the Current Date link.

Page 36



Training Guide
Module 7 - Billing

Step Action

19. The billing can be applied back to an open accounting period.

The apply back date must be stated in the Accounting field.

The Invoice Date field will not apply back the transaction.

Note: If the billing is applied back to a closed accounting period, the invoice will
transfer to error status and a billing will not be created.

20. Click the Choose a date (Alt+5) button.
21. Click the Previous Month button.
22. The Accounting field will be the only place to apply back the invoice.
23. Click the Line - Info 1 tab.
" Line-Infol
24. Line, Table, Identifier, Description and Unit Price fields can be utilized if values are

established in the set up process. The purpose of this feature is to identify, calculate
and total items.
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f_ standard Billing - Windows Internet Explorer

% = [&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEEERF /c/ENTER_PILLING_INFORMATION.B_ENTRY.GBL7PoF ]| G || €2 || X | [&Y Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

(& standard Biling @ - - [ @ ~ Page - Safety = Tools » @' »

ORACLE" You are on Database: NDFT

Home

Favarites éMaln_Menu b3 B\Ihvng ¥ Malntgn Bils : Standard Billing

Header - Info 1 'mﬁﬂ.

E Mewwindow  ? Help [ customize Page B hitg 2]

hkEa

Unit: 12500 Bill To: TEST_1 Pretax Amt: 000 UsD
_ - g
Invoice:  TESTBILL122010 TEST, JOE E & maxRows: B &
Bill Line I First K14 071 O Laat
Seq Line Table Identifier Description HNet Extended E|
1l Q | | 0.00
Oty: Line Type:  |REY QU ¥ Accumulate
UOM: Q From Date: £ Through Date: £
Unit Price: 0.00000  Tax Code: Q I Tax Exempt
Gross Extended: 3| Exempt Cert: ‘ Q
Less Discount: oo
Plus Surcharge: 0.0
Net Extended: 0.00
VAT Amount: 0.00
Tax Amount: 0.oo
Met Plus Tax: 0.oo
Goto: Linelnfo? Tax  Accounting DiscountSurcharge  Motes Express Entry
o Series
i Navigation: | Line - Info 1
Summary  Bill Search  Line Search Li] J Prev  Med
4] | Q|
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Made: OFf Fa - | F00% -

£istart| | 5, B P) @ |[ @ standard Billing - win... < (& wyi

Step Action

25. Enter the desired information into the Gross Extended field. Enter "300.00".
26. Additional Bill Lines can be added by clicking on the plus (+) button.
217. Click the Accounting link.

Accounting
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f_ standard Billing - Windows Internet Explorer

% % |&] https: fwwmn.connectnd. us/pspindFt/EMPLOYEEERF /c/ENTER_PILLING_INFORMATION.B_ENTRY.GBL7POF ]| G || 2 || X | [&Y Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

@ standard Biling - - [ pe ~ Page -~ Safety ~ Tools+ (@e

ORACLE" You are on Database: NDFT

| MuttiChannel

Favarites gMain_Menu ¥ B\Ihvng ¥ Maintgn Eils : Standard Eiling

B Mew Window 7 Help E{'Custum\zepage htlp =

hiEn
Header - Infa 1 Line - Info 1 Accty - Rev Distribution

Unit: 12500 Bill To:  TEST_1 Pretax Amt: 30000 USD
Invoice: TESTBILL122010 TEST, JOE E & maxrows: S EE
Seq Line Identifier Description Met Extended
1 300,00

Bl Creates GL Acct Entries
Eill Line Distribution - Revenue Cu e | Find B Firat K4 0f 1 D Last

Reference Information

Code Account Oper Unit Fund Dept Program  Class Project Percentage Amount
= Q| Q| Q| Q| Q| Q| Q| Q|
Percent: 0.oo AMount: 0.00 Gross Extended: 300.00
Goto: Line Infio 2 Tax Accounting Discount’Surcharge  Motes Express Entry
I — Series
Summary  Bill Search  Line Search Mavigation: [Accty - Rev Distribution = Prev Mext

Retumn to Maintain Bills
B save | =] motity | ts Refresh |
Header - Info 1 | Line - Info 1 | Accty - Rev Distribution e

-
4 | »

javascript: pAction_winO{document.wind, 'D5T_IDgprompts0'y; '_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | o100 - A
:'Startl J i | e JI /& standard Billing - Win... “® @[(}))

Step Action

28. Revenue Distribution Codes are established in the initial Billing/Accounts
Receivable set up. The accounting chartfields are mapped to a specific code to
provide a data entry short-cut.

Click the Look up Code (Alt+5) button.

29. Click the Legal Services link.
Legal Services

30. Multiple bill distribution lines can be used, however, the Percentage of ALL lines
must be equal to 100.
31. Click the Notes link.
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fﬁ standard Billing - Windows Internet Explorer
% = [&] hitps: fuwwn . connectnd. us{pspndfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION.B_ENTRY.GBL7POF ]| G || €2 || | [&Y Live Search |2~

i} Favorites ‘ ﬁ € | Suggested Sites ~ @ | Web Slice Gallery =
g Standard Billing

ORACLE" You are on Database: NDFT

Home

Favarites : Main Menu - > Billing » Maintain Bils > Standard Biling
: - -
B Newwindow P Help [ Custornize Page B htp Al

[ Header-Infa1 || Line-Info1 | EGESEE

Unit: 12800 Bill To: TEST 1 Pretax Amt: 300.00 UsD

E E  max Rows: 5 E =

Invoice: TESTBILL122010 TEST, JOE
ral Frst Kl or O o

Bill Line
Seq Line  Identifier Description

Net Extended

300,00

1
i First K1 qof1 B3 ot

Bill Line Note

[ Standard Note Flag Std Note: Q
[~ internal Only Flag Note Type: Q

Hote Text
Bl
Goto: Linelnfo 2 Tax  Accounting  DiscountSurcharge Motes — Express Entry
I, - Series
Navigation: |Line - Mote
a J Prev  Pex

Sumrmary Bill Search  Line Search

Return o haintain Bills

|ﬁ Save | |E| Mltify | |f:; Refresh

Header - Info 1 | Ling - Info 1 | Ling - Note
-
| »

<
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% =
;."Startl J LmYeé JI & standard Billing - Win... « )

|Es Add | | UpdateiDisplay |

Step Action
32. This field is optional and will provide billing information on the invoice.

Enter the desired information into the Note Text field. Enter "BILLING FOR
DECEMBER 2010".

33. Click the Line - Info 1 tab.
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f standard Billing - Windows Internet Explorer

% % [&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERF/c/ENTER_PILLING_INFORMATION.B_ENTRY.GBL7POF ]| G || €2 || X | [&¥ Live Search (2=

{;‘ Favorites ‘ {c‘; €| Sugoested Sites + @ | Web Slice Gallery +

(@ standard Biling fi - B - [ o= - Pags - Safsty - Tons~ @ 7

ORACLE" You are on Database:

Haime: 4 | MutiChanne! - | AddtoF

ain Menu > B\Ihvng ¥ Maintgn Eils : Standard Eiling

Seq Line Table Identifier Description Net Extended F[= ] Mo aving 1=
1 Q| Q| 300.00 )
oty 1.0000 Line Type: REY QL I Accumulate
UOM: Q From Date: £ Through Date: )
Unit Price: 30000000 Tax Code: Q I Tax Exempt
Gross Extended: 300.00 Exempt Cert: ‘ Q
Less Discount: 0.oo
Plus Surcharge: 0.00
Net Extended: 300.00
VAT Amount: 0.00
Tax Amount: 0.oo
Het Plus Tax: 30000
Gotor Linelnfo2 Tax  Accounting  DiscountSurcharge  Motes Express Eniry
o Series
i Navigation: | Line - Info 1
Surmmary  Bill Search  Line Search Lt J Frew  Mest

Eeturn to Maintain Bills

& save | [=] Matify 4 Refresh Es &dd Update/Display

Headet - Info 1 | Line - Infa 1

< |
Done [ [ [ [&meemet | Protected Mode: OFf o v [ -
Sostart| | G, B P @ |[ & standard Billing - Win... <& w0

"l

Step Action
34. Click the Save button.

35. This topic showed how to Create an Online Bill.
End of Procedure.
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ST 7.3.2 - Copying an Online Bill
Copying an Online Bill

Navigation: Billing > Maintain Bills > Copy Single Bill

Copying bills can save data entry time and minimize the potential for errors. This is beneficial
when you need to enter a bill that is very similar to an existing bill. Once the bill is copied, the
data may be changed, if necessary.

Procedure

This topic shows how to Copy an Online Bill.

(,;‘Empluyee-facing registry content - Windows Internet Explorer

@-\h’:" |§, https: /v, connectnd, us/psp/ndft EMPLOYEEJERPhS?tab=0EFALLT j % @ 3| x I:y Live Search e
¢ Favorites ‘ 9 @ Suggestad Sites * @ | Web Slica Gallery

= ~ »
(€ Employes-Facing registry content | | ﬁ - v | gy v Page - Safety v Tools » @~

> ltems =
[» Cost Accounting

[ Wendors

I» Purchasing

[= Irventary

[» eProcurement

[> Services Procurement

[> Sourcing

[» Engineering

[> Manufacturing Definitions
I» Production Contral

[» Configuration Modeler

[» Product Configurations

I Quality

[> Demand Planning

[= Inventory Palicy Planning
[> Supply Flanning

[> Grants

[» Pragram Management

[» Project Costing

[> Proposal Management

[» Maintenance Managerment
[» Resource Management

[» Lease Administration

[» Travel and Expenses

[> Travel Administration

L= Billing s
[» Accounts Receivable

[> Azcounts Payable

[» eSettlernents

[> Asset Management

[ IT Asset Management

[» Banking

[> Cash Management

[> Deal Managerment

[> Risk Management

[> Financial Gateway

[ WAT and Intrastat

[> Excise and Sales TaxWAT IMD
> Commitrment Control LI

https:{ fvaww .connectnd . usfpspindfHEMPLOYEE/ERP/s WEELIE_EOPP_SC.HOMEPAGE. FieldFormula. 15c |W Internet | Protected Mode: OFF g | 00 - A

:‘Startl J i mY é JI {& Employee-facing regi... = @[(}))
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Step Action
1. Click the Billing link.
2. Click the Maintain Bills link.

3. Click the Copy Single Bill link.
opy Single Bill

(: Copy Single Bill - Windows Internet Explorer [_[=]x]
/ il o | 2 N
5::: = [&] https: /e, connectnd. usipspindft/EPPLOVEEJERPc/MANAGE_BILLING_UTILITIES CoPy_BILLGaL7PoRT | G |[#2 || 2 | [8F Lve search |2~
i Favorites | 35 @] Suggested Sites ~ @] Weh Slice Galery -
- »
1 Copy Single Bill 5 - - [ g - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT

Home L 4 MultiChannel Consale | Add to Favortes | Sign out
Favovrites MainvMenu > Billng > Maintan Bils > Copy Single Bil
H - -

E Mew window  ? Help B htip

=)

Copy Single Bill

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Exi

Maxitnurn number of rowes ta return (up to 3003|300

Business Unit: l;l [tz500 @

Invoice: | begins with =] Q

Bill Status:  |= = |
Customer: | hegins with 7| | Q
Contract: |begin5 with j|

" case Sensitive

. Search | Clear |pasic Search [F] Save Search Criteria

4 I |
javascript:paction_winO(document w#ind,'BI_HDR_COPY _YwW_INVOICE$prompt'); ’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF v’;] - | 0% - A

A"’Startl J _:z'. | & JI {& Copy Single Bill - Wind... = @[ﬂ”)

Step Action
4. Click the Look up Invoice (Alt+5) button.

=

5. Select the invoice you would like to copy.

Click the AG0000000074 link.
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Step Action
6. Click the Search button.

6: Copy Single Bill - Windows Internet Explorer

6\:_; = [&] hitps: fuwwn. connectnd. us{pspindfHEMPLOYEE/ERP/c/MANAGE_BILLING_UTILITIES.CoPY_BILL.GBL7PoRT ]| G || €2 || | [&¥ Live Search |2~

{} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery =

1€ Copy Single Bil & - - [ Eéa ~ Page - Safety » Tools » ®' »

ORACLE" You are on Database: NDFT

Favatites - Main Menu > Billng > Maintain Bils > Copy Single Bil
- : - - -

E Mewwindow P Help [ customize Page B http

hkEa

Bi Bill Gy Wrk
Unit: 12500 Bill To:  226.0 Pretax Amt: 25000 USD
Invoice:  AGO0000000T4 Land Department
Select Bill Action Copy Results

= No Bill Action

‘CopyBill:  [NEXT
 CopyBill

Eeturn to Maintain Bills
ﬁ Save. | ,Q Return to Search | El Ilatify |

Copy Single Bill | Bi Bill Spy Wirk

4l | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Made: OFF ¥a - | 00 A

Listart| | 5 B P @ || copy Single Bill - Wind... <& m

Step Action
7. Click the Copy Bill option.

Note: The Copy Bill function will open a new window which contains the New
Bill.

8. Enter the desired information into the Copy Bill field. Enter "COPYBILL1".

9. Click the Save button.
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Step Action

10. Click the Go To Bill Header - Gen. Info link.
[Go To Bill Header - Gen. Infd]

ﬂ: Standard Billing - Windows Internet Explorer

I X by |3 | [Bo -
e £ | https: | s, connectnd.usipspindft_1/EMPLOVEE/ERP /c/ENTER_BILLING _INFORMATION,EI_EMTRY GELFP ™ 3 | ?H Xl &5 Live Search |P |

Ty Favorites | 55 @] Suggested Sites = @] web Siice Gallery -
ﬁ © = Qéa - Page = Safety ~ Tools = @v »

E Standard Billing

ORACLE" You are on Database: NDFT

Home | Worklist | MuttiChannel Console | Add to Favortes | Sign out

Favovrites §MainvMenu > B\Ihvng > Maintgn Bil: > Standard Biling

Elnewwindow 7 Help 5 customize Page B http

Header - Info 1 Line - Info 1
Unit: 12500  Invoice: COPYBILL1 Pretax Amt: 268000 UsD
¥
Status: MEW Invoice Date: G curr: usp £
D8 | l—_l Installment Bill Schedule
“Type: o8 Q& Source: A Q “Frequency: | Once = Recuring Bill Schedule
=
*Customer: |226.0 Q pddress ¥ InterUnit = SubCust1:

Land Departrment SubCustz2: I
CyclelD:  [MONTHLY QL “Invoice Form: STANDARD U From Date: B 1o pate: E

Pay Terms: ’M Q Pay Method: W Q% Remit To: ’W Q Bank Account: ’DD— Q
3;::""“"9 E Account: 124001 aQ AR Digtribution

Sales: TEAM Q Bill Inquiry Phone:  |701-328-4213 Q

Credit;  |SREDIT @ Collect: COLLECT (& piner: Q Billing Authority: Q
Goto: HeaderInfo 2 Address  CopyAddress  botes Express Entry

Summary  Bill Search  Line Geatch Mavigation: [Header - nfo 1 [ Ne)d

Return io haintain Bills

|B save | [{& ReturntoSearch | (S Motity | [ Refresh | B i | [ LipriateDisplay,

Headet - Info 1 | Line - Info 1

4| | i
javascript:paction_winl(document winl ,'BI_HDR_BILL_STATUSHprompt’); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF v’;] - | 00 - A
Zrstart| | . M P @ | @ copy SngleEill- Window... | [ standard Billing - Win.. « (@ i)

Step Action
11. Status can be left as NEW or changed to RDY (Ready to Invoice).

Note: If left as NEW, the Bill Status Change (ST 7.5.1) will need to be ran after the
bill(s) are saved and before Generating Invoices/Single Action Invoice (ST 7.5.3).

Click the Look up Status (Alt+5) button.

=

12. Click the Ready to Invoice link.
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Step Action
13. Select a date by clicking on the calendar icon or type it in the Invoice Date field.
Click the Choose a date (Alt+5) button.
14. Click the Current Date link.
15. The billing can be applied back to an open accounting period.
The apply back date must be stated in the Accounting field.
The Invoice Date field will not apply back the transaction.
Click the Choose a date (Alt+5) button.
16. The Accounting field will be the only place to apply back the invoice.
17. Click the Line - Info 1 tab.
- Line-Infal |
18. Note: Line, Table, Identifier, Description and Unit Price fields can be utilized if
values are established in the set up process. The purpose of this feature is to
identify, calculate and total items.
19. Gross Extended field amount was populated with the original billed amount because

the invoice was Copied.
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ﬂ'_ Standard Billing - Windows Internet Explorer | _[=] x|
% = [&] https: e, connectnd. usipspndft_1[EMPLOYEE/ERP/c/ENTER_BILLING_INFORMATION.B1_ENTRY GBLP (|| S |42 || 5 | [& Live szarch (2]~

o Favorites ‘ 9 @ Suggestad Sites * @ | Web Slica Gallery

(@ standard Biling - - [ pm o~ Page - Safety ~ Tools - (@e

ORACLE You are on Database: NDOFT

Home i it | MutiChannel C =) Add to Favortes

Favarites ?MainvMenu ¥ B\Ihvng ¥ Maint@n Eils : Standard Eiling

Header - Infa 1 'mﬁﬂ.

@New\l\finduw ?Help E{'Custurmze Page ,htlp =]

Unit: 12500 Bill To: 2260 Pretax Amt: 250.00 USD
_ - &
Invoice:  COPYBILL1 Land Depariment [ B maxRows: Gl =
Bill Line 2 First Kl 10p1 131 oat
Seq Line Table Identifier Description Net Extended =1
1 Q | Q| 250.00
oty 1.0000 Line Type: REY & [ kccumulate
UOM: Q From Date: [ Through Date: [
Unit Price: 250.0000  Tax Code: Q I™ Tax Exempt
Gross Extended: 250.00 Exempt Cert: ‘ Q
Less Discount: 000
Plus Surcharge: 000
Net Extended: 260,00
VAT Amount: o.o0
Tax Amount: 0.00
Het Plus Tax: 260.00
Goto: Linelnfo 2 Tax  Accounting  DiscountSurcharge Motes Express Entry
I Series
Mavigation: |Line - Info 1
Surnmary  Bill Search  Line Search Lt} | =l Prev Mext
4] | 3|
javascript:submitAction_wini (document.winl, BI_PE_WRK_ACCT_ENTRY_FB'; [ [ [ [ [&mtemet | Protected Mode: OFf o v [Emm -

Svstart| | G, B P] @& | @ copy SngleBill- window... | [/ standard Billing - Win... <@ )

Step Action

20. Click the Accounting link.
21. The Look Up contains Codes that are mapped to accounting chartfields previously

identified in the initial set up. Select the appropriate code.
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»standard Billing - Windows Internet Explorer

(2]

B1_EnTRY.GeLR 7| B |E| |Z| J&¥ Live Search

5’} Favorites ‘ ﬁ €| Sugoested Sites ~ @ | Web Slice Gallery =

e Standard Billing
ORACLE" You are on Database: NDFT

Favatites - Main Menu > Biling > Maintain Bils > Standard Biling
- : - - -

g—\ = [&] hitps:fuwmn . connectnd. usfpspindft_1 [EMPLOYEEERP/c/ENTER_BILLING_INFORMATIOH.

Page » Safety » Tools @v >

Home

-
hkEa —

E Mewwindow P Help [ customize Page hit

11 Ling - Info 1

{ Header - Info 1

Pretax Amt:

Line  Identifier

Unit: 12500 Bill To:  236.0
Invoice: COPYBILLY Land Depatiment EE maxrows: §EE
Bill Line

Description Net Extended

=}

260.00 USD

Seq

1

260,00

First K14 orq D |

Return 1o Maintain Bills

B save | [£0 ReturntoSearch | |[=] Notity | | Refresh |
| b

Header - Info 1 | Line - Info 1 | Accty - Rey Distribution

Bl Creates GL Acct Entries

Bill Line Distribution - Revenue
¢ / e e [ Reterence Information

Code Account Oper Unit Fund Dept Program  Class Project Percentane Amount

= [Fre Q [463011 Q|[125 Q322 @ e0od Q| Q| Q| Q| o000

Percent: 100.00 Amount: 25000 Gross Extended: 25000
Goto: Linelnfo 2 Tax  Accounting  DiscountSurcharge Motes  Express Entry Page

I Series
i i Navigation: |Accty - Rev Distribution r

Summary  Bill Search  Line Search lit | o J

| > |
’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% =
« ey

4

javascript:submitAction_winl{document.winl,'BI_PE_WRK_BI_LINE_MOTES_PED;
ostart| | 2, B0 ) @ | @ Copy SingleBil - window... | [ @ standard Billing - win...

Step Action

22. Click the Notes link.
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5‘} Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +
»
(& standard Biling - © | g v Page -~ Safety - Tools + -

ORACLE" You are on Database: NDFT

Home

Favarites gMain_Menu ¥ B\Ihvng ¥ Maintgn Eils : Standard Eiling
@New\l\finduw ? Help E{'Custurmze Page ,htlp =]

" Header-Info1 [ Line-Info 1 EEES G
Unit: 12500 Bill To: 2260 Pretax Amt: 280,00 USD
Invoice: COPYBILLY Land Deparment E E max Rows: 5 B [
Bill Line ral Frst K qora O o
Seq Line Identifier Description Met Extended
1 250,00
Bill Line Note Find ol Fret Kl qore O3 Last
[ Standard Note Flag Std Note: Q [=1
[ Internal Only Flag Note Type:  (CUSTHOTE |
Hote Text
Bl
Goto: Linelnfo2 Tax Accounting DiscountSurcharge Motes — Express Entry
o Series
i i Navigation: |Line - Mote -
Summary  Bill Search  Line Search 0 | Prev Mex

Return to Maintain Bills

|E Save | LQ Return ta Search | |E| Matify | |¢ Refresh |E‘+ Add | | Update.fDlsplay:

Header - Info 1 | Line - Info 1 | Line - Mote

4] | Q|
'_,_,_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | EA00% - A
Sostart| | G B P @ | @ copy SngleBill- window... | [/ standard Billing - Win... <& )

Step Action
23. If necessary, replace the existing description in the Note Text field.

Enter the desired information into the Note Text field. Enter "COPY TEST BILL".
24, Click the Line - Info 1 tab.

Line - Info 1 |
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(T standard Billing - Windows Internet Explorer

% = [[2] https: fuwn. connectnd. usipsprdft_t [EMPLOYEE/ERP/c{ENTER_EILLING _INFORMATION.EL_ENTRY.GEL7P = ]| &b |£| |Z| J&¥ Live Search (2=
i} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery =
(& standard Biling - - [ geh v Page~ Safety v Tods+ (g~ »
ORACLE" Youare on Database:
Home
Favarites Main Menu - > Billing » Maintain Bils > Standard Biling
Seq Line Table Identifier Description Net Extended =1 ;I
1l Q| =y 250.00
oty 1.0000 Line Type: REV QL ¥ Accumulate
UOM: Q From Date: G Through Date: G
Unit Price: 250.0000)  Tax Code: Q I Tax Exempt
Gross Extended: 250000 Exempt Cert: ‘ Q
Less Discount: 000
Plus Surcharge: oo
Het Extended: 260,00
VAT Amount: 0.00
Tax Amount: 0.oo
Het Plus Tax: 250.00
Goto: Linelnfo2 Tax  Accounting  DiscountSurcharge Motes — Express Entre
i Series
i Navigation: |Line - Infa 1
Summary  Bill Search  Line Search ) J Frew et
Eeturn to Maintain Bills
B Save | L Returnto Search | ([E] Notity 7% Refresh Es &dd Update/Display.
Headet - Infa 1 | Line - Infa 1
4| | 1]
’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | F00% =
;."_‘startl J i .| e J (& Copy Single Bill - Window. .. | /& standard Billing - Win... <« @(}’)

Step Action
25. Click the Save button.

26. This topic showed how to Copy an Online Bill.
End of Procedure.
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ST Lesson 7.4 - Billing Interface
Billing Interface

You can enter bills in PeopleSoft by using two methods:
Billing Interface or Online Bill entry.

The Billing Interface enables you to automatically create a bill using data from another source or
system.

Online Bill Entry is discussed in Lesson 7.3.

ST 7.4.1 - Load Billing Interface

Load Billing Interface

Navigation: ND Utilities & Interfaces > Billing > Billing Load

Billing Load Interface enables billing information to be loaded from an agency's sub-system into
PeopleSoft Financials. The billing information is comprised into .txt format and the file is
initiated and transferred into a staging table.

Procedure

This topic shows how to Load the Billing Interface.
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{f‘Emplnyeef[acing reqgistry content - Windows Internet Explorer

_ré Employee-Facing registry content

@\t‘/ = [&] https:/fowosn.connectnd. osfpsp il EMPLOYEE ERF,hj7t sb—CEFALLT

{3 Favorites ‘ i.:‘;s €| Sugoested Sites ~ @ | Web Slice Gallery =

*1|| % II’_"Live Search

IR S R = I

Page = Safety » Tools » l@lv >

T eI
[> Banking

[> Cazh Management

[» Deal Managerment

[» Rigk Management

[ Financial Gateway

[+ WAT and Intrastat

[> Excise and Sales TaxVAT IND
[ Commitrment Contral

[» General Ledger

[> Allocations

[» Statutory Reports

[ SCHM Integrations

[> Set Up FinancialsSupply Chain
[» Enterprise Cormponents

[> Government Resource Directory
[» Background Processes

[= ¥orklist

[> Application Diagnostics

[» Tree Manager

[» Reporting Tools

[» PeopleTools

I Packaging

[ MD Uiilities & Interfaces

[> WD HE Applications

» NDS Reports

— Tax Center

— Treasury Management Center
— Treasury Processing Center

— Treasury Definitions Center

— Back to Portal

— Change My Password

— My Personalizations

— Mty System Profile

— Mty Dictionary

— My Feeds

https: /i, connectnd usfpspindft/EMPLOYEE JERPYs/MEBLIE_PTPP_SC HOMEPAGE FieldFormula,ISc |0 Internet | Pratected Mode: OFF

:‘Startl J % ] 'E]:l @ JI @Empluyee—[acing regi...

A | miorm - ;
<& m)

Step Action

1. Click the ND Utilities & Interfaces link.

[l MO Utilities & Interfaces]

2. Click the ND State Applications link.

ED State Applications

3. Click the Billing link.
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(fBiIIing Load - Windows Internet Explorer

g\:__: |- |g, https: | fumv. connectnd. us/pspindftEMPLOYEEJERPjcfMDS_FS_TMTERFACE NDS_INTFC_BI_LOAD, GELPPO j O ([ #2 | |:!' Live Search P
{_‘f Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

'_réBi\Iing Load @ - | é; ~ Page -~ Safety ~ Tools = @v >

ORACLE" You are on Database: NDFT

Home: | Warklist | MultiChanne! Console | Add to Favortes | Sign out
Favarites gMain_Menu > MND Utihtiesglnterfaces MWD State &pplications > Eil\ivng »  Biling Load

E Mew window 7 Help B hitip
IDB Billing Load

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value [RNENNER T

Maxirmum number of rowes to return {up to 3003|300

Search by: Run Control ID beging with|

" Ccase Sensitive

| Search  |agvanced Search

Fird an Existing Value | Add a New Value

4] | i
javascript: submitAction_win0{document.wind, '#ICSwitchMode"); '_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | o100 - A
Sostart| | G, B 7] @ |[ /& Billing Load - Window... < &m0

Step Action

5. Click the Add a New Value tab.
|/ Add a Mew alug |
6. After navigating to a report, the user will be asked to enter a Run Control ID:

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used again,
or modified, the next time the same process is run. Run Controls are unique to a user
ID.

The first time a report is run you will need to Add a New Value. The Run Control
can be any alpha/numeric combination but cannot have spaces. Once the Run
Control is entered you will proceed to the parameters page.

Enter the desired information into the Run Control ID field. Enter "BILL_LOAD".
Click the Add button.
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,_C: Billing Load - Windows Internet Explorer

57::} = [&] hitps: fuwwn. connectnd. us{pspindfHEMPLOYEE/ERP /DS _FS_INTERFACE NDS_INTFC_BI_LoAD.GBLrP0 [2]| G || s || | [&Y Live Search (2]
i} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

»
1€ Billing Load - © [ v Page -+ Safety v Toos - -

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favarites : Main Menu > D Utilities & Interfaces > MWD State Applications > Biling > Biling Load
: - ~ -

B eweindow 7 Help [ custornize Page 1B hitp
MDS Billing Interface

Run Control ID:  BILL_LOAD Report Manager Process Monitor Rty

Load Billing Interface

Attached File: Cé,
OR
File Name: |

Remate File Name: [

:E Save E| Nctify E‘+ Add Updaie.l'Display:
4l | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | F00% -

£istart| | 5, B P) @ |[ @ Billing Load - window... «< (& m

Step Action

9. Click in the File Name field.

10. The previous billing interface Attached File must be deleted prior to adding the new
file. Click on the garbage can to delete the existing file.

11. After the previous Attached File is deleted, click on the paper clip to add the new

billing interface file.

Click the Add Attachment button.

]

12. Click the Browse... button to locate the origin of the text file.
Browse...
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’_ Billing Load - Windows Internet Explorer

oose File to Upload [x]

. 2 |5| |zl I‘f Live Szarch |EE|

|~ connectin + . - Biling v

@ - - [ @ -~ Page = Safety ~ Toals ~ @v =

Crganize ~ 2 ¥iews + | Mew Folder [7]

Mame = |v| Date modified |-| Type |-| Size |v|
~$ghtly Process Conversion - ...

Favorite Links

B Desktop | A6 Biling Interface Test

18 Computer | 4G Biling Interface Test 2
E Documents | &G Biling Interface Tesk 3
E| Pickures | AG Biling Intetface Test 4

| AG Biling Interface Tesk 5

More  »

| &G Biling Interface Test &

Folders w | &G EBiling Interface Test 7
. JEFF ;I | &4 Biling Interface Test 8-Apr....
1 Toumslliplosds | A6 Biling Interface Test 10_2009
_ | AG Biling Interface Test 12 201...
t f:l‘il:ln | &G Biling Interface Tesk 12_20...

H

| &G Biling Interface Tesk 12_3
Jo MARNLIALS | AG Fire Marshall Eilling Interf]
Ju PAM L | AG Fire Marshall Biling Interf]
o PAYROLL | &G Fire Marshall Eilling Interfk
Jo || AG Fire Marshall Biling Interfac...
[+ '. PERFORM ;I | AG Fire Marshall Fillinn Tnterfar. ..

File name: =] Janfies e =l
=N

Browse...

'_,_,_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFf '\fn_vl F00% v
Lostart| | G, B P] @ |[ /& Billing Load - Window... = (& i)

Step Action

13. Double-click the AG Billing Interface Test 12 2010 1 list item.
|| A6 Biling Interface Test 12 201...|
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,{r Billing Load - Windows Internet Explorer
G’@ = [&] hitps: fuwsn. connectnd. us{pspindfHEMPLOYEE/ERP /DS _FS_INTERFACE NDS_INTFC_BI_LoAD.GELrP0 ]| S E] J&¥ Live Search

ﬁ; Favorites ‘ 5:5 E Suggested Sites = E ‘web Slice Gallery =

e Billing Load

ﬁ hd - [ é ~ Page v Safety r Tools v ev >
ORACLE" You are on Database: NDFT

Home | MutiChann
Favarites : Main Menu > D Utilities & Interfaces > MWD State Applications > Biling > Biling Load
: -~ + -

ile Attachment

| |K:\ConnectND\AR - Billing\AG Billing Interface Test 1220 Browse..

| [ Upload || Cancel |

’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | F00% =
A","Sl:arll J EN Rl JI /& Billing Load - Window... = )

Step Action
14. Click the Upload button.

15. Click the Run button.
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¥ gi ng Load - Windows Internet Explorer
% % [&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERP /c/NDS_FS_INTERFACE NDS_INTFC_BI_L0AD.6BL0 (]| G || 9 || X | [&¥ Live Search (2=

{;‘ Favorites ‘ {c‘; €| Sugoested Sites + @ | Web Slice Gallery +

aBi\Iing Load @ - | @ ~ Page -~ Safety ~ Tools = @v >

ORACLE" You are on Database: NDFT
Home | MutiChanne | AddtoF:

Favarites gMain_Menu > MND Utihtiesglnterfaces MWD State &pplications > Eil\ivng »  Biling Load
hitlp

@New\l\finduw ?Help E{'Custum\zepage niER

Process Scheduler Request

User ID: LOEHAMMOMEMND GOV Run Control ID: BILL_L0AD

[ =l runpate: 1210812010 &
Recurrence: =l Run Time: Z:04:40PM Reset to Current DatelTime

Time Zone: Q
Process Type Type *Format Distribution

Select Description Process Hame

cd Billing Load Interface MDS_INTFC_BI Application Engine  |Web - ITXT VI Distribution

Server Name:

Ok | Cancel |
Done [ [ [ [&meemet | Protected Mode: off o v [ -
« Y

Sostart| | G B 7] @ |[ /€ Billing Load - Window...

Step Action
16. Click the OK button.
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fﬁ Billing Load - Windows Internet Explorer

% = [&] https: s, connectd. usfpsp/ndft/EMPLOYEEJERPc/NDS_FS_INTERFACE.NDS_INTFC_B1_LoAD.aBL7P0 [ || B || 49 [ 2 | [& Live s2arch |2~
7 Favarites ‘ 9= @ Suggested Sites = @ | Web Slice Gallery =
@ Biling Load f IR - [ geh v Page~ Safety v Toos+ G@e
ORACLE" Youare on Database: NDFT
Horme
Favarites Main Menu > D Utilities & Interfaces > MWD State Applications > Biling > Biling Load
0 Mewwindow P Help  [# customize Page | ‘
Saved
Run Control ID:  BILL_LOAD Report Manager Process Monitor Rty
Frocess Instance:5722240
Load Billing Interface
Attached File: AG_Billing_Interface_Test_12_2010_1.bd m @'
OR
File Name: |
Remate File Name: [
& save | [=] ntity | E #dd | | J UpdateiDisplay |
4l | i
javascript: submitAction_winD{document. wind, PRCSRQSTOLG_WRK_LOADPRCSMONITORPE'); [ [ [ [ meemet | Protected Mode: off 5 v [ -
Jf'Starll J S mT e JI & Billing Load - Window... = )

Step Action

17. Click the Process Monitor link.

Note: This link will open a new window.
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ﬂ: Billing Load - Windows Internet Explorer

% = [&] https: fuwmn. connectnd. us/pspindFt{EMPLOYEE/ERP/c/NDS_FS_INTERFACE NDS_INTFC_BI_L0AD.6BL70 (]| G || €2 || X | [&Y Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

@ biling Load - o [ gm v Page v Safety v Toos~ (v

ORACLE" You are on Database: NDFT

Home | MutiChanne | AddtoF:
Favarites gMain_Menu > MND Utihtiesglnterfaces MWD State &pplications > Eil\ivng »  Biling Load

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

Server List
User ID: LDSHANMONEQ, Type: | =] uast =l E I FET= R | Reftesh
Server: l—Ll Hame: ’7 Q, Instance: ‘ to |
Run [ [ Distribution [ =] ¥ Save On Refresh
Status: Status:
Process List o Find First 1 1.3 of 38 1 Last
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status Dist:isw Details —
T 5722340 Application Engine NDS_INTFC_Bl  LDSHANMMON@ND. GOV 1200872010 2:04:40PW CST Queued Pid Details
= &7214938 Crystal GLCTSE01- LOSHANMOMEND. GOY 1200372010 319:06PM CST Success Fosted Details
= &721ae37 Crystal GLCTE01- LDSHANMOMEND GOY 1200372010 259:36PM CST Success Fosted Details
- 5721906 SOR Report GLET0Z2 LOSHANMOMEMND GOW 1200372010 9.28:264M CST Success Fosted Details
[~ 57218186 Crystal GLCTE01- LDSHANMOMEMND GOW 11029/2010 252:22P0 CST Success Fosted Details
[~ 5721667 Crystal GLCTSE01- LDSHANMOMEMND . GOY 1102372010 316:52PM CST Success Fosted Details
[ 5721666 Crystal GLCTE01- LOSHANMOMEMD. GOY 1102302010 313:59PM CST Success Fosted Details
- 5721648 Application Engine GL_JEDIT_D LOSHANMOMEMD. GOY 1102302010 1:41:39PM CET Success Fosted Details
= 5721647 Application Engine GL_JEDIT_O LDSHANMOMEMND GOY 1102372010 1:30:27Pw CET Success Fosted Details
[~ 5721646 Application Engine GL_JEDIT_D LOSHANMOMEMD GO 1102302010 127 41Pw CET Warning Fosted Details
- &7215845 Application Engine GL_JEDIT_D LOEHANMOMEMND. GOV 112010 11:01:46AM CET Warning Posted Details
- a721544 Application Engine GL_EXCL_JRMNL LOSHAMNMNOMNGMD. GOV T1ME2010 10:59:18AM CST Success Posted Details
« | _ﬁ'
’_’_'_’_’_’_ﬁ Internet | Protected Mode: OFF '\i’h_vl o100 - v

Sostart| | G B P) @ |[ /& Billing Load - Window... <& w0

Step Action

18. The Process List tab shows the Run Status of the process. The process may run
through several status types before Success.

Click the Refresh button.

19. The process is complete when the Run Status is Success and Distribution Status is
Posted.

Note: If Run Status displays No Success, Contact OMB immediately. Do Not re-
run the Bill Load process.

20. Click the Details link.
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fﬁ Billing Load - Windows Internet Explorer

% = [&] hitps: fuwwn. connectnd. us{pspindfHEMPLOYEE/ERP /DS _FS_INTERFACE NDS_INTFC_BI_LoAD.GELrP0 (|| G || €2 || | [&Y Live Search |2~
3’} Favorites ‘ 15 €| Sugoested Sites ~ @ | Web Slice Gallery =

»
1€ Billing Load - « [ v Page -~ Safety v Toos < -

ORACLE" You are on Database: NDFT

Home
Favarites : Main Menu > D Utilities & Interfaces  » MWD State Applications > Biling > Biling Load
: - ~ -

E Mewwindow 7 Help [ customize Page B hitg 2]

hkEa

Precess Detail

Process

Instance: a722240 Tyne: Application Engine
Name: MODE_IMTFC_RI Description: Billing Load Interface
Run Status: Success Distribution Status: Posted
(Run [ Update Process
Run Control ID: BILL_LOAD " Hold Request
Location: Server © Queue Request
-~
Server: PSMNT Cancel Request
” Delete Request
Recurrence: [ Restart Request
Request Created On: 12/09/2010 2:04:44PM CST Farameters Transfer
Run Amytime After:  12009/2010 2:04:40FPM C5T Message Log  iew Locks
Began Process At: 1200972010 2:05811FPM CET Batch Timings
Ended Process At: 1 209/2010 2:05:26PM CST Wiew LogiTrace
javascript: submitAction_winD{document.wind, PMN_DERIVED_INDEX_BTN'Y; [ [ [ [ meemet | Protected Mode: off 5 v [Emie -

f?’startl J EN el JI & Billing Load - Window... < =10

Step Action

21. Click the View Log/Trace link.
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f_ Billing Load - Windows Internet Explorer

% % [&] https: fuwmn. connectnd. us/pspindFt{EMPLOYEE/ERP/c/NDS_FS_INTERFACE NDS_INTFC_BI_L0AD.6BL70 (]| G || 9 || | [&Y Live Search =28
{;‘ Favorites ‘ {g, €| Suggested Sites + @ | Web Slice Gallery +

»
& Biling Load - « | g v Page -~ Safety - Tools + -

ORACLE" You are on Database: NDFT

Home: | Warklist | MultiChanne! Console | Add to Favortes | Sign out
Favarites gMain_Menu > MND Utihtiesglnterfaces MWD State &pplications > Eil\ivng »  Biling Load

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

View LogiTrace

Report ID: 4197123 Process Instance: 5722240 Message Log
Name: MDS_IMNTFC_BI Process Type: Application Engine
Run Status: Success

Billing Load Interface
Distribution Details

Distribution Node: T Expiration Date: IDQID?I201 1

File List

Hame File Size es Datetime Created
AE_NDS INTFC BI 5722240 stiout 459 12/09/2010 20526 980000PM GET

BOS BILL LOAD 6722240 LOGTHT 187 120972010 2:05:26.980000PM CST

Distribute To
Distribution ID Type *Distribution 1D

U=er LOEHARNMON@EMD. GO

Return |
https:/fwew.connectnd us{psreports/ndft/4197123/NDS_BILL_LOAD_5722240_LOG. TAT [ [ [ [ & mtemet | Protected Mode: OFf o v [ -

Sostart| | G, B 7] @ |[ /€ Billing Load - Window... << &m0

Step Action

22. Click the NDS_BILL_LOAD_5722240 _LOG.TXT link.
[NDS BILL LOAD 5722240 LOG.TX

23. In this example, the Billing Load Process report indicates 47 Interface records
created. This should match the number of records in the uploaded text file.

Note: If there was an error, it would indicate it by the Zero dollar entries excluded.

24. Note the Interface ID number. This will be needed when Processing the Billing
Interface (ST 7.4.2).
25. This topic showed how to Load a Billing Interface.

End of Procedure.
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ST 7.4.2 - Process Billing Interface
Process Billing Interface

Navigation: Billing > Interface Transactions > Process Billing Interface

The Billing Interface Process accomplishes the following:

e Validates billing data on the staging table

e Applies defaults to fields not populated from the external systems from the appropriate
level

e Converts all valid billing activity into the bill format

Procedure

This topic shows how to Process a Billing Interface.

ﬁEmplnyee-[ating registry content - Windows Internet Explorer

@:' |g, https: | fwrv . connectnd, us/pep ndft EMPLOVEE [ERP R tab=0EFALLT j g B[+ % I.,"j" Live Search el
S Favortes | 55 @] Suggested Sites ~ @] Weh Slice Galery -

- - »
& Employee-facing registry content | | & - - [ m= - Page =~ Safety - Tools - @@=

[> Program Managerment A
[> Project Costing

[» Proposal Management

[> Maintenance Management

[» Resource Management

[> Lease Administration

[> Travel and Expenses

[ Travel Administration

[ Billing

[» Accounts Receivahle

[+ Accounts Payable

[> eSetflernents

[> Azset Management

[ IT Asset Management

[> Banking

[» Cash Management

[» Deal Managerment

[ Rigk Management

[» Financial Gateway

[ WAT and Intrastat

[» Excise and Sales TaxVAT IND
[» Commitrment Contral

[> General Ledger

[ Allocations

[» Statutory Reparts

[> SCM Integrations

I» Set Up Financials/Supply Chain
[» Enterprise Components

[» Government Resource Directory
[» Background Processes

[ worklist

[ Application Diagnostics

[> Tree Manager

[ Reporting Toaols I
[» PeopleToaols

[» Packaging

[> MO Utilities & Interfaces

I» ND HE Applications
[ MDE Reports
— Tax Center

[
e St

https:f fww, connectnd usfpspindfE/EMPLOYEE fERPS s /WEBLIE_EOPP_SC.HOMEPAGE. FieldFormula, IS¢ |O Internet | Pratected Mode: OFF ¥a - | 00 - A

;’Startl J ig m T @ JI @Empluyee—[acing regi.. & @[ﬂ’)}
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Step Action

1. Click the Billing link.

2. Click the Interface Transactions link.
!nterfa-::e Transactions
3. Click the Process Billing Interface link.

Erncess Billing Interface

(: Process Billing Interface - Windows Internet Explorer

[ [=1x]

[2]-]

% = [E] https: v connectnd. usipspindt/EMPLOVEE [ERP/C/ENTER_EILLING_INFORMATION.RUM_EL_INTFC.GEL || S || ##)| > | [£% Lve search
i Favortes | 35 @] Suggested Sites ~ @] Weh Slice Gallery -

E Process Billing Interface

ﬁ © = @ - Page = Safety ~ Tools = @v »

ORACLE" You are on Database: NDFT

Home i Al 35 Sign out
Favovrites MainvMenu > Billng » Interface Transactions > Process Biling Interface
H - -

E Mew window  ? Help B htip

=)

Billing Interface

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an T Add a MewValue |

Maxitnurn number of rowes ta return (up to 3003|300
Run Control ID: [ begins with =] |

™ case Sensitive

Search | Clear Basic Search [§) Save Search Criteria

Find an Existing Value | Add a Mew Yalue

4

| |
javascript: submitAckion_win0{document.wind, #ICSwitchMade; ’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF G"ﬂ - | 0% - A
A"Startl J i T @ JI @ Process Billing Interfa... & @'ﬂ”)

Step Action
4, Click the Add a New Value tab.

|/ Add a Mew Valug |
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Step Action

5. After navigating to a report, the user will be asked to enter a Run Control ID:

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used again,
or modified, the next time the same process is run. Run Controls are unigue to a user
ID.

The first time a report is run you will need to Add a New Value. The Run Control
can be any alpha/numeric combination but cannot have spaces. Once the Run
Control is entered you will proceed to the parameters page.

6. Enter the desired information into the Run Control ID field.
Enter "PROCESS BILLING_INTERFACE".
7. Click the Add button.
Add

{fProcess Eilling Interface - Windows Internet Explorer

6\—\__} = |§, hittps: |/ fvmvw. connectnd, us/pspndftEMPLOYEEJERFc/EMTER _BILLIMG _INFORMATION, RUM_EI_INTFC, GEL j 4 || 4| x |:‘_' Live Search Feais
{3 Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery -

= »
1€ Pracess Biling Interface & v v [ mm - Page~ Safety v Tools » @v

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favarites EMaln_Menu s Bllng > Interface Transactions > Process Biling Interface
: - -
B Newwindow P Help [ Customize Page B it
Billing Interface

Run ControlID:  PROCESS_BILLING_INTERFACE EeportManager  Process Monitor L S

*From Interface ID: [
*To Interface ID: Q

Eeturn to Interface Transactions

:E Save E| Nctify E‘+ Add Updaie.l'Display:
4l | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Made: OFF ¥a - | 00 A
f'Starll J a2mETYeé JI & Process Billing Interfa... « )
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Step Action

8. Note: The Interface ID can be obtained from the report ran in the Load Billing
Interface process. See ST 7.4.1 - Load Billing Interface for report location.

Enter the desired information into the From Interface ID field. Enter "10120910".
9. The To Interface ID field will populate once you click in the blank field.

Click in the To Interface ID field.

[ ]

10. Click the Run button.

6: Process Billing Interface - Windows Internet Explorer

% = [&] https: fuwmn.connectnd. us/pspindFt/EMPLOYEE/ERF /c/ENTER_PILLING_INFORMATION.RUN_BI_INTFC.GBI ]| S |§| |Z| J&¥ Live Search (2=
{;‘ Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +
Eprocess Eiling Interface @ - =[] @ ~ Page -~ Safety ~ Tools = @v >
ORACLE" You are on Database: NDFT
| MutiChannel Console | Addto Favartes |
Favarites Main Menu > B\Ihvng »  Interface ‘Uansactions »  Process Biling Interface
@New\l\finduw ? Help D/Custurmze Page |
saved
Process Scheduler Request
User ID: LOSHAMMOM@E@MD. GO Run Control ID: PROCESS_BILLING_INTERFACE
Server Name: [ = run Date: 1210972010 E )
Recurrence: I | Run Time: 2:26:47PM . Resetto Current DatefTime
Time Zone: Q
Select Description Process Hame Process Type ‘Type *Format Distribution
(| Billing Interface BlIF0O01 Application Engine  |Weh - ITXT VI Distribution
- Interface & WAT Defaulting BIJOBIOY FSJob (Mone) = I(None) VI Distribution
0K | Cancel |
Done [ [ [ [&meemet | Protected Mode: off o v [ -
Lostart| | G B 7] @ |[ & Process Billing Interf.. <& w0

Step Action
11. Select the Billing Interface option.
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Step Action
12. Click the O_K button.

6: Process Billing Interface - Windows Internet Explorer
% = [&] https: s, connectnd. usfpsp/ndft/EMPLOYEE JERPjc/ZNTER_BILUING INFORMATION. RUN_ET_INTFC. G617 || Sy || 42 || 5 | [& Live s2arch |2~
i} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery =
@Process Billing Intetface & - - [ @ ~ Page - Safety » Tools » ®' »
ORACLE" Youare on Database: NDFT
Home
Favarites Main Menu - > Billing » Interface Transactions >  Process Biling Interface
0 Mewwindow P Help  [# customize Page | |
Saved
Billing Interface
Run ControlID:  PROCESS_BILLING_INTERFACE EeportManager  Process Monitor L Rt
Frocess Instance:5722243
*From Interface ID: |10120910C
*ToInterface ID: 10120810Q,
Eeturn to Interface Transactions
& save | [=] ntity | E #dd | | J UpdateiDisplay |
< | |
javascript: submitAction_winD{document. wind, PRCSRQSTOLG_WRK_LOADPRCSMONITORPE'); [ [ [ [ meemet | Protected Mode: off 5 v [ -
f'Starll J a2mEYeé JI & Process Billing Interfa... « )

Step Action
13. Click the Process Monitor link.

Note: This link will open a new window.

14. The process is complete when the Run Status is Success and Distribution Status is
Posted.
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f_ Process Billing Interface - Windows Internet Explorer

% = |&] https: fwwmn.connectnd. us/pspindFt/EMPLOYEE/ERP /c/ENTER_PILLING_INFORMATION.RUN_BI_INTFC.GBL ]| G || €2 || X | [ Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

ﬂprocess Eiling Interface @ - =[] @ ~ Page -~ Safety ~ Tools = @v >

ORACLE" You are on Database: NDFT

Home

Favarites gMain_Menu ¥ B\Ihvng »  Interface ‘Uansactions »  Process Biling Interface
@New\l\finduw ? Help E{'Custurmze Page htlp =]

hEEn

Server List

User ID: LDSHANMONEQ, Type: | =] uast = E I FET= R | Reftesh

Server: l—Ll Hame: ’7 Q, Instance: ‘ to |

Run [ [ Distribution [ =] ¥ Save On Refresh

Status: Status:
Process List ize | Find |* | 1 First Bl 130 0139 1) L
Select Instance Seq. Process Type Process Hame User Run Date/Time Dist:isw Details foren
= 5722243 Application Engine BIIFOO01 LOSHANMMOME@MD.GOY 1 20082010 2:26:47FM CET Frocessing  MiA Details
[l 5722240 Application Engine MDS_INTFC_Bl | LDSHANMOME@MND GOV 12/09/2010 2:04:40PM CET Success Fosted Details
= 5721838 Crystal GLCTE01- LOSHAMMOME@MD GO 1 200372010 31 9:06FM CET Success Fosted Details
[l 5721837 Crystal GLCTE01- LOSHAMMOME@MD G0N 1 200372010 2:59:36FM CET Success Fosted Details
= 5721808 SQR Report GLST0 2 LOSHAMMOME@MD.GON 1200372010 9:28:26AM C5T Success Fosted Details
[l 721818 Crystal GLCTE01- LOSHAMMOME@MD GO 1 1028/2010 2:52:32PM CET Success Fosted Details
= 5721667 Crystal GLCTE01- LOSHAMMOM@MD GOV 1102372010 316:52FM C5T Success Fosted Details
= 721666 Crystal GLCTE01- LOSHAMMOM@E@MD GO 1102372010 3013:59PM CET Success Fosted Details
= 6721648 Application Engine GL_JEDIT_O LOSHAMMOM@E@MD. GOV 1102372010 1:41:39FPM CET Success Fosted Details
= G721647 Application Engine GL_JEDIT_0O LOSHAMMOM@E@MD GO 1102372010 1:30:27PM CET Success Fosted Details
= 721648 Application Engine GL_JEDIT_O LOSHAMMOM@E@MD.GOY 1102372010 1:27:41PM CET Warning Fosted Details
= 97215435 Application Engine GL_JEDIT_O LOSHAMMNOMEMD.GOY 11162010 11:01:464M C5T Warning Fosted Details

4 | 3|
Done [ [ [ [&meemet | Protected Mode: oFf o v [ -
:'Startl J i B % e J I /& Process Billing Interfa... @[(}))

Step Action
15. Click the Refresh button.

16. Click the Details link.
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fﬁ Process Billing Interface - Windows Internet Explorer
% = [&] hitps: fuwn. connectnd. us{pspindfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION. RUN_BI_INTFC.GBL ]| G || €2 || | &Y Live Search |2~
3’} Favorites ‘ 15 €| Sugoested Sites ~ @ | Web Slice Gallery =

gProcess Billing Interface & - = [ @ ~ Page v Safety v Tools v ®v »

ORACLE" You are on Database: NDFT

Home

Favarites EMaln_Menu s Bllng > Interface Transactions > Process Biling Interface
H - -

E Mewwindow 7 Help [ customize Page B hitg 2]

hkEa

Precess Detail

Process

Instance: a722243 Tyne: Application Engine
Name: BIFOO01 Description: Billing Interface
Run Status:  Success Distribution Status: Posted
(Run [l UptateProcess
Run Control ID: PROCESS_BILLING_INTERFACE " Hold Request
Location: Server © Queue Request
-~
Server: PSMNT Cancel Request
” Delete Request
Recurrence: € Restart Request
Request Created On: 12/09/2010 2:26:54PM CST Farameters Transfer
Run Amdtime After: 12092010 2:26:47PM CET Message Log  Wiew Locks
Began Process At: 1200972010 2:27:06FPM C5T Batch Timings
Ended Process At: 1 209/2010 2:28:22PM CST Wiew LogiTrace
javascript: submitAction_winD{document.wind, PMN_DERIVED_INDEX_BTN'Y; [ [ [ [ meemet | Protected Mode: off 5 v [Emie -

f?’startl J EN Rl JI & Process Billing Interfa... < =)

Step Action

17. Click the View Log/Trace link.
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% = |&] https: fwwmn. connectnd. us/pspindFt/EMPLOYEEERF/c/ENTER_PILLING_INFORMATION.RUN_BI_INTFC.GBL ]| G || €2 || X | [&¥ Live Search
{;‘ Favorites ‘ EQ:'S €| Sugoested Sites + @ | Web Slice Gallery +

ﬂ Process Billing Interface

ORACLE" You are on Database: NDFT

Home
Favarites gMain_Menu ¥ B\Ihvng »  Interface ‘Uansactions »  Process Biling Interface

View LogiTrace

e el

Report ID: 4197126 Process Instance: 5722243 Message Log

Name: BIIFOOO1 Process Type: Application Engine
Run Status: Success

Billing Interface
Distribution Details

Distribution Node: T Expiration Date: IDQID?I201 1
|| File List
Hame File Size es Datetime Created
AE BIFO001 5722243 AET 195 1200972010 2:28:22.200000PM CST
AE BIFOO0T 5722243 stdout 637 120972010 2:28:22 200000FM CST
|| Distribute To
Digtribution ID Type *Distribution I
User LDSHANNON@END. GOY
Return |
Cione

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

Il

'_ '_ '_ ’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF

Lostart| | G, B 7] @ |[ & Process Billing Interf..

BRI
<« (&) WY

Step Action

18. Click the AE_BIIF0001_5722243.stdout link.
IKE_BIF0001 5722243 stdouf

19. The process is a success when the Transactions in Error is O (Zero).

20. This topic showed how to Process a Billing Interface.
End of Procedure.
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ST 7.4.3 - View Billing Interface Completions
View Billing Interface Completions

Navigation: Billing > Interface Transactions > Review Interface Completions

After the Billing Interface Process is complete, the bill line status is updated to either ERR or
DON. If the status is DON, it indicates that a bill has been created and the bill line is moved to
the appropriate pages. If the status is ERR, the bill lines will need to be corrected

(See ST 7.4.4 - Correct Billing Interface Errors).

Procedure

This topic shows how to run a View Billing Interface Completions report.

ﬁEn1plnyee-[ating registry content - Windows Internet Explorer

3 Favorites | 55 @] Suggested Sites ~ @] Weh Slice Gallery -

@ Employee-Facing registry content | |

@:. - |g https:/ fvviv, connectnd, us/psp/ndft EMPLOYEE [ERP R 7tab=0EFALLT 2| % Il"_:’ Live Search 2|~

ﬁ ~ Bl - ] g= -~ Page~ Safety ~ Tools - -@-v »

[» Services Procurernent

[» Sourcing

[> Engineering

[» Manufacturing Definiions
[> Production Control

[> Canfiguration Modeler

[» Product Configurations
[ Cuality

> Demand Planning

I Inventary Folicy Flanning
[> Supply Flanning

[» Grants

[» Program Managerment

[> Project Costing

I» Proposal Managerment

[> Maintenance Management
[» Resource Management
[> Lease Administration

[> Travel and Expenses

[ Travel Administration

[ Billing

[» Accounts Receivahle

[+ Accounts Payable

[» eSettlements

[> Azset Management

[+ IT Asset Management

[> Banking

[» Cash Management

[» Deal Managerment

[ Rigk Management

[» Financial Gateway

[ WAT and Intrastat

[» Excise and Sales TaxVAT IND
[» Commitrnent Contral

[> General Ledger

[ Allocations

[» Statutory Reparts

[> SCM Integrations

[ Set Up Financials/Supply Chain
[» Enterprise Components

:‘Startl J i . 4] '1?_1| @ JI @Empluyeef[acing regi.

=

[

-
https:f fww, connectnd usfpspindfE/EMPLOYEE fERPS s /WEBLIE_EOPP_SC.HOMEPAGE. FieldFormula, IS¢ |0 Internet | Pratected Mode: OFF a - | 0% - A

« Y
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Step Action
1. Click the Billing link.
2. Click the Interface Transactions link.

!nterfa-::e Transactions

3. Click the Create Billing Intrfc Report link.
Ereate Billing Intric Report

(: Create Billing Intrfc Report - Windows Internet Explorer

[ [=1x]

[2]-]

% = [E] https: v connectnd. usipspindt/EMPLOVEE [ERP/C/ENTER_EILLING INFORMATION.RUM_EL_INTFCa.Gt x| S || ##)| X | [£% Lve search
i Favortes | 35 @] Suggested Sites ~ @] Weh Slice Gallery -

E Create Billing Intrfc Repart

ﬁ © = @ - Page = Safety ~ Tools = @v »

ORACLE" You are on Database: NDFT

Home i Ad =3 Sign out
Favovrites §MainvMenu > B\Ihvng > Interface 'I"ransactions > Create Biling Intrfc Report

E Mew window  ? Help B htip

=)

Billing Interface

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an T Add a MewValue |

Maxitnurn number of rowes ta return (up to 3003|300
Run Control ID: [ begins with =] |

™ case Sensitive

Search | Clear Basic Search [§) Save Search Criteria

Find an Existing Value | Add a Mew Yalue

4

| |
javascript: submitAckion_win0{document.wind, #ICSwitchMade; ’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF G"ﬂ - | 0% - A
A"Startl J i T & JI {& Create Billing Intrfc R... = @'ﬂ”)

Step Action
4, Click the Add a New Value tab.

|/ Add a Mew Valug |
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Step Action

5. After navigating to a report, the user will be asked to enter a Run Control ID:

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used again,
or modified, the next time the same process is run. Run Controls are unique to a user
ID.

The first time a report is run you will need to Add a New Value. The Run Control
can be any alpha/numeric combination but cannot have spaces. Once the Run
Control is entered you will proceed to the parameters page.

6. Enter the desired information into the Run Control ID field.
Enter "BILLING_INTERFACE_REPORT".
7. Click the Add button.
Add

{ftreate Eilling Intrfc Report - Windows Internet Explorer

6\—\__} = [&] hitps: fuwe. connectnd. us{pspindfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION.RUN_BI_INTFCE.6E ]| G || €2 || | &Y Live Search L

{3 Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

- »
_récreate Billing Intrfc Report & - v [ mm - Page~ Safety v Tools » @v

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favarites EMaln_Menu s Billng > Interface Transactions > Create Biling Intrfc Report
: - -
B Newwindow P Help [ Customize Page B it
Billing Interface

Run Control ID:  BILLING_INTERFACE_REFORT Report Manager Process Monitor | U0

Language: English :I'

Range Selection
© Interface ID Interface ID: |
P
Date Added To Interface ID:

Eeturn to Interface Transactions

:ﬁ Save El Nctify E‘+ Add Update.fDispla\f:
4l | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Made: OFF ¥a - | 00 A
f'Starll J a2mYeé JI {& create Billing Intrfc R... « )
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Step Action

8. Enter the desired information into the Interface ID field. Enter "10120910".
9. Click in the To Interface ID field to populate with the same interface id.

L]

10. Click the Run button.

C: Create Billing Intrfc Report - Windows Internet Explorer [_[=]x]
. A k2 P . -
% = [&] https: /e, connectnd. usipspindft/EPPLOVEEJERPc/ENTER_BILLING INFORMATION,RUN_BI_INTFC3.of ]| S |[#2 ]| | [8F Lve search =B

3 Favortes | 35 @] Suggested Sites ~ @] Weh Slice Gallery -

»
(& Create Biling Inkrfc Report & - - [ g - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT

Haome

Favovrites §MainvMenu > B\Ihvng > Interface 'I"ransactions > Create Biling Intrfc Report

B rewindow P Help B customize Page B hitp

hkEa

Process Scheduler Request

User ID: LOSHANMOMEMND GO Run Control ID: BILLING_INTERFACE_REPORT

Server Name: I | RunDate: 12/08/2010 [51)
Recurrence: I Tl Run Time: 246 24PM . Resetto Current Date/Time
Time Zone: Q

Select Description Process Hame Process Type ‘Type *Format Distribution
- Intf: Detail Surnry By Intfc (D BIFDOO1 Crystal IPDF 'l Distribution
- Intf: Detail Surnry By BU BIFDOOZ Crystal IPDF 'l Distribution
- Intf Surnmary By Intfc 1D BIFDOOZ Crystal IPDF l Distribution
r Intf Surmmary By BU BIFDO04 Crystal I 'l Distribution
r Intfe: Errar Surnry By Intfe 1D BIFEDDT Crystal I 'l Distribution
r Intfe: Errar Surmry By B BIFEODZ Crystal I I Distribution
Ok Cancel
Done lililililililé Internet | Pratected Mode: OFF vﬂ | 100% -

A"Startl J i T & JI (& Create Billing Intrfc R... = . @[ﬂ”)

Step Action
11. Select the Intfc Detail Sumry By Intfc ID option.

12. Click the OK button.
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Create Billing Intrfc Report - Windows Internet Explorer

% = [&] hitps: fuwsn. connectnd. us{pspndfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION.RUN_BI_INTFCE.6E ]| G || €2 || | & Live Search

i} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

»
gcreate Billing Intrfc Report & - = [ @ ~ Page v Safety v Tools v @v

ORACLE" You are on Database: NDFT

Home hutiChannel

Favarites EMaln_Menu s Billng > Interface Transactions > Create Biling Intrfc Report
H - -

0 Mewwindow P Help  [# customize Page | ‘
Saved

Run Control ID:  BILLING_INTERFACE_REFORT Report Manager Process Monitor | U0

Language: English :I' Pracess Instance: 5722246

Range Selection

* Interface ID Interface ID:
 pate Added

10120810

To Interface ID; 10120910

Eeturn to Interface Transactions

B save | [=] motity | E add | | JE UpdateiDisplay |

4l | i

javascript:submitAction_win0{document.wind, PRCSROSTOLE WRE_LOADPRCSMOMITORPE'); ﬁ Internet | Pratected Mode: OFF v"ﬂ - | 00 A

Srstant| | 2, om0 T S J| {& Create Billing Intrfc R... « )

Step Action

13. Click the Process Monitor link.
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f_ Create Billing Intrfc Report - Windows Internet Explorer

% % |&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEE/ERF/c/ENTER_PILLING_INFORMATION.RUN_BI_INTFCa.61 ]| G || €2 || X | & Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

»
acreate Billing Intrfc Report @ - =[] @ ~ Page -~ Safety ~ Tools = @v

ORACLE" You are on Database: NDFT

Home: | MuttiChannel

Favarites gMain_Menu ¥ B\Ihvng »  Interface ‘Uansactions »  Create Billing Intrfc Report
@New\l\finduw ? Help E{'Custurmze Page htlp =]

hEEn

Server List
Wiew Process Request For
User ID: LDSHANMONEQ, Type: | =] uast = E I FET= R | Reftesh
Server: 'I Hame: Q Ins’lance:‘ to |
Run vl Distribution I -l ¥ Save On Refresh
Status: Status:

Process List

Select Instance Seq. Process Type Process Hame  User Run Date/Time Run Status " Details =
= 5722245 Crystal BIFDO01 LOSHANMMOME@MND.GOY 1 20082010 2:46:24PM CET Gueued Details
[l 5722343 Application Engine BIIFOO01 LOSHAMMOME@MD.GOY 1 20082010 2:26:47PM CET Success Fosted Details
= 5722240 Application Engine MOS_INTFC_Bl  LDSHANMOMEMD GO 12/09/2010 2:04: 40P CST Success Fosted Details
[l 5721838 Crystal GLCTE01- LOSHAMMOME@MD G0N 1 200372010 31 9:06FM CET Success Fosted Details
= 5721937 Crystal GLCTE01- LOSHAMMOME@MD GO 1 200372010 2:59:36FM C5T Success Fosted Details
[l 721808 SGR Report GLETM 2 LOSHAMMOME@MD G0N 1200372010 9:28:26AM C5T Success Fosted Details
= 5721818 Crystal GLCTE01- LOSHAMMOM@MD.GOY 11/28/2010 2:52:32PM C5T Success Fosted Details
= 721667 Crystal GLCTE01- LOSHAMMOM@E@MD GO 1102372010 316:52PM CET Success Fosted Details
= 6721666 Crystal GLCTE01- LOSHAMMOM@E@MD. GOV 1102372010 301 3:59FM CET Success Fosted Details
= 6721648 Application Engine GL_JEDIT_0O LOSHAMMOM@E@MD GO 1102372010 1:41:39FPM CET Success Fosted Details
= 721647 Application Engine GL_JEDIT_O LOSHAMMOM@EMD.GOY 1102372010 1:30:27PM CET Success Fosted Details
= 2721648 Application Engine GL_JEDIT_O LOSHAMMOMEMD.GOY 1102372010 1:27:41PM CST Warning Fosted Details

« | ml

’_’_'_’_’_’_ﬁ Internet | Protected Mode: OFF '\i’h_vl o100 - v

Srstart| | 2 W T @& Jlm =L

Step Action
14. Click the Refresh button.
15. The process is complete when the Run Status is Success and Distribution Status is
Posted.

16. Click the Details link.
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fﬁ Create Billing Intrfc Report - Windows Internet Explorer

% = [&] hitps: fuwse. connectnd. us{pspindfH{EMPLOYEE/ERP /c/ENTER_BILLING_INFORMATION.RUN_BI_INTFCE.GE ]| G || €2 || | &Y Live Search |2~
o7 Favarites ‘ 9% @ Suggested Sites = @ | Web Slice Gallery =
»
@Create Billing Intrfc Report & - = [ @ ~ Page v Safety v Tools v ®v

ORACLE" You are on Database: NDFT

Home

Favarites : Main Menu - > Billing » Interface Transactions > Create Biling Intrfc Report
: - -
B Mewwindow P Help  [# customize Page Eontp

hkEa

Precess Detail

Process

Instance: a722246 Tyne: Crystal
Name: BIFDO01 Description: Intfc Detail Surmry By Intfc 1D
Run Status: Success Distribution Status: Posted
(Run [ Update Process
Run Control ID: BILLING_INTERFACE_REFORT " Hold Request
Location: Server © Queue Request
-~
Server: PSMNT Cancel Request
” Delete Request
Recurrence: [ Restart Request
Request Created On: 12/09/2010 2:46:58PM CST Farameters Transfer
Run Amytime After:  12009/2010 2:46:24FM C5T Message Log
Began Process At: 1200972010 2:47:32FPM CET Batch Timings
Ended Process At: 1 209/2010 2:47:39PM CST Wiew LogiTrace
javascript: submitAction_winD{document.wind, PMN_DERIVED_INDEX_BTN'Y; [ [ [ [ meemet | Protected Mode: off 5 v [Emie -

Listart| | 5, B P @ || @ create Billing Intrfc k.. < )

Step Action

17. Click the View Log/Trace link.
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f_ Create Billing Intrfc Report - Windows Internet Explorer

% = |&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEE/ERP/c/ENTER_PILLING_INFORMATION.RUN_BI_INTFCa.61 ]| G || €2 || X | & Live Search (2=

{;‘ Favorites ‘ EQ:'S €| Sugoested Sites + @ | Web Slice Gallery +

»
acreate Billing Intrfc Report @ - =[] @ ~ Page -~ Safety ~ Tools = @v

ORACLE" You are on Database: NDFT

Home

Favarites gMain_Menu ¥ B\Ihvng »  Interface ‘Uansactions »  Create Eilling Intrfc Report

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

View LogiTrace

| T
Report ID: 4197129 Process Instance: 5722746 Message Log
Name: BIFDOO1 Process Type: Crystal

Run Status: Success

Intfc Detail Sumry By Intfi 1D
Distribution Details

Distribution Node: T Expiration Date: IDQID Trzo
[ File List
Hame File Size es Datetime Created
BIFDO01 6722246 PDF B1,020 12/09/2010 2'47°38 BEINOOPM GET
CRW BIFDO0T 5722246 [og 1] 120972010 2:47:39.863000PM 5T
bssaltracetre 496 1200972010 2:47:39.863000FPM C5T
| [ Distribute To
Distribution ID Type *Distribution ID
User LOEHARNMNON@E@MD. GOY
Return <
https:{fwa. connectnd uspsreports/ndft /41971 29/EIIFD001_S5722246.FDF [ [ [ [ [&mtemet | Protected Mode: OFf o v [ -

f'Startl J i | e JI /& Create Billing Intrfc R... “® @[(}))

Step Action

18. Click the BIIFDO01_5722246.PDF link.
BIFCO01 5722246.PDF

19. The Interface Detail Summary Report includes detail by Interface 1D, Load Status,
Unit, Customer and Invoice.

20. This topic showed how to run a View Billing Interface Completions report.
End of Procedure.
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ST 7.4.4 - Correct Billing Interface Errors
Correct Billing Interface Errors

Navigation: Billing > Interface Transactions > Correct Interface Errors

When the Billing Interface status is ERR, it indicates that an error occurred and the bill was not
created. When bills do not pass the validation process, they remain in the staging area with an
error status until the bill is corrected. You can correct the error and re-run the Billing Interface
Process to create the bill.

DO NOT run the Load Billing Interface (ST 7.4.1) process again as this will error in the
system.

Procedure

This topic shows how to Correct Billing Interface Errors.

(FEmplnyee—[acing registry content - Windows Internet Explorer

@i:j |- |g, hittps: v, connecknd. us/psp ndft EMPLOYEE JERP by 7t ab=DEFALLT j EREIETES |-7_-’r Live Search yeREs
{_7 Favorites ‘ {.5 €| Suggested Sites + @ | Web Slice Gallery +

= ~ »
(& Employes-facing registry content | | fi v ED - ) mm o~ Pags - Safety - Tools - g

[» Catalog Management ;I
[> Promotions

[» Custormer Contracts

[» Order Managerent

[» Pricing Configuration

[» Customer Returns

[+ ltemns

[> Cost Accounting

[ Yendors

I» Purchasing

[ Inventory

[» eProcurerment

[» Services Procurerment

[> Sourcing

I» Engineeting

[> Manufacturing Definitions
[» Production Control

[» Configuration Modeler

[> Product Configurations

[ Guality

[> Demand Flanning

[> Inventory Policy Flanning
[» Supply Planning

[> Grants |
[= Program Management

[» Project Costing

[> Proposal Management

[> Maintenance Management
[» Resource Management

[> Lease Administration

[ Travel and Expenses

[> Travel Administration

[> Billing

[» Accounts Receivable

[» Accounts FPayahle

[> eSetlements

[» Asset Management

[+ IT Asset Management

[ Banking

[ Cash Management _|

’_’_’_’_ ’_ ’_ & Tikernet | Pratected Mode: OFF cav | miore -
:‘Starll J i .| e JI & Employee-facing regi... = @(}))
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Step Action

1. Click the Billing link.

2. Click the Interface Transactions link.

!nterfa-::e Transactions

3. Click the Correct Interface Errors link.

Eurrem Interface Errors

4, Type the Interface ID in the Interface ID field and click Search. If there are errors,
the Process Interface Billing (PS_INTFC_BI) page will identify the error. Fix the
error and Save. Continue with the Billing Interface process.

5. This topic showed how to Correct Billing Interface Errors.
End of Procedure.
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ST Lesson 7.5 - Generating Invoices
Generating Invoices

An invoice is the document that you send to your customer requesting payment for goods,
services provided, or both. In PeopleSoft, after you create a bill, you can generate an invoice if
the necessary header and line information is entered and the bill status is RDY (Ready).

When a bill is created, the default bill status is generally NEW. You can change the bill status in

two ways: manually change the status of each bill or use the Bill Status Change (ST 7.5.1 - Bill
Status Change) process.

ST 7.5.1 - Bill Status Change
Bill Status Change

Navigation: Billing > Maintain Bills > Change Status of Bills

You can change the status for a group of bills having the status of New, Hold, Ready, Pending, or
Canceled to New, Hold, or Ready. This can help you prepare for the invoicing procedures.

To change the status for a group of bills, perform the following steps:

o Perform search to find bills that require status change.

e Run the Status Change process.

e View the pro forma invoice (optional).

e Perform search to confirm bill status change.
Procedure

This topic shows how to run a Bill Status Change.

Page 80



Training Guide
Module 7 - Billing

(,;‘Emplnyee—[a ing registry content - Windows Internet Explorer

@_:: ) = |&] https:/jvwn. connectnd.usipsp/ndft/EMPLOYEE ERPjhy7:ab=CEFALILT =1 B || 5 [$2 ) ¢ | JRF Live Search 2

{_7 Favorites ‘ {.5 €| Suggested Sites + @ | Web Slice Gallery +

= ~ »
(& Employes-facing registry content | | ﬁ - - [f pey - Page - Safety + Tools - -

[ tems ;I
[> Cost Accounting

[ Wendors

I» Purchasing

[= Irventary

[» eProcurerment

[> Services Procurement

[> Sourcing

[> Engineering

[> Manufacturing Definitions
[» Production Caontral

[» Configuration Modeler

[> Product Configurations
I Quality

[> Demand Flanning

[= Inventory Palicy Planning
[» Supply Planning

[> Grants

[= Program Management

[» Project Costing

[> Proposal Management

[» Maintenance Managerment
[» Resource Management
[» Lease Administration

[ Travel and Expenses

[> Travel Administration

[ Billing

[» Accounts Receivable

[> Azcounts Payable

[> eSettlerments

[> Asset Management

[+ IT As=et Management

[» Banking

[» Gash Management

[> Deal Managerment

I» Risk Management

[> Financial Gateway

[ AT and Intrastat

[> Excise and Sales TaxWAT IMD
> Commitrment Control

Il

-
https:{ fvaww .connectnd . usfpspindfHEMPLOYEE/ERP/s WEELIE_EOPP_SC.HOMEPAGE. FieldFormula. 15c |W Internet | Protected Mode: OFF g | 00 - A

:‘Startl J i Y e JI /& Employee-facing regi... <« @[{}))

Step Action
1. Click the Billing link.

2. Click the Maintain Bills link.

3. Click the Change Status of Bills link.
Ehange Status of Bills
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T EAGUELN-DL AR Y

{fthange Status of Bills - Windows Internet Explorer

6\:;:.‘ - I@, https:f,l’www.:Unnectnd.usp’p5p,l’ndFt,I’EMPLO\r'EEfERP,ic,l’MANAGE_BILLING_UTILITIES.RUN_BI_STSCHG.GBLTj 5 *2 ([ X I:‘_' Live Search Felks

{3 Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

= »
1€ change Status of Bills & v v [ mm -~ Page~ Safety v Tools » @v

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favarites : Main Menu - > Billng » Maintain Bils > Change Status of Bills
: - -

Elnewwindow 7 Help B hitp
Bill Status Change

Enter any information you have and click Search. Leave fields hlank for a list of all values.

S R L E (Adda NewValue |

Maximurm number of rows to return fup to 300y | 200
Run Control ID: | begins with > ||

™ case Sensitive

. Search | Glear |Basic Search [F] Save Search Criteria

Fird an Existing Value | Add a New Value

4l | i
javascript:submitAckion_winO{document. wind, #ICSwitchMads; ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ¥a - | 00 A
A"Starll J % .l e JI & change Status of Bills... <= @(}’J

Step Action

4. Click the Add a New Value tab.
|/ Add & Mev Value
5. After navigating to a report, the user will be asked to enter a Run Control ID:

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used again,
or modified, the next time the same process is run. Run Controls are unique to a user
ID.

The first time a report is run you will need to Add a New Value. The Run Control
can be any alpha/numeric combination but cannot have spaces. Once the Run
Control is entered you will proceed to the parameters page.

6. Enter the desired information into the Run Control ID field.
Enter "BILLING_STATUS CHANGE".
7. Click the Add button.
Add
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Step Action

8. Make sure the From Status, To Status and Range Selection parameters are selected
on the Status Change screen.

ﬂ: Change Status of Bills - Windows Internet Explorer

57::} w [&] https: fuwsn.connectnd. usfpspndftEMPLOYEE [ERP/cMANAGE _BILLING_UTILITIES.RUN_BI_5T5CHE. 55U ]| G || €2 || | & Live Search |2~

{; Favorites ‘ {& €| Suggested Sites ~ @ | Web Slice Gallery =

@Change Status of Bills & - = [ @ ~ Page v Safety v Tools v @v »

ORACLE" You are on Database: NDFT

Home
Favarites éMaln_Menu b3 B\Ihvng ¥ Malntgn Bils : Change Status of Bills

Run Control ID:  BILLING_STATUS_CHANGE Feport Manager Frocess honitor 2t
Language: I English j'

Fromstatus W Tostatus
¥ Hew ™ Ready *New Bill Status: IReady Bill v[

™ Hold ™ canceled
™ Pending
Range Selection [~ include Consolidation Group
Lol 1] " Imyoice ID Business Unit: 12500 G
" Bill Cycle  CustID
 Start Add  Bill Type
' Range ID  Bill Source
' Copy Group ID
Return to Interface Transactions
(B save | [ matity | By Add | [ UpdateiDisglay |
4] | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% -

A"'Starll J i .l e JI & change Status of Bills... <= @(}’J

Step Action
9. Click the Run button.
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~ Change Status of Bills - Windows Internet Explorer

i} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

g Change Status of Bills
ORACLE" You are on Database: NDFT

Favarites EMaln_Menu s Billng > Maintan Bils > Change Status of Bills
H - -

Process Scheduler Request

User ID: LOSHAMMOMNE@MND GO

% = [E] hitps: [fowow. connectnd. usfpspindft/EMPLOVEE ER PJc/MANAGE_BILLING_UTILITIES RUN_B1_5T5cHG, ca0 ]| G |42 )] x| JAY Live search

Run Control ID: BILLING_STATUS_CHAMNGE

(2[]

»

- v [ e v Page v Safety  Toos » (g~

Home | MultiChannel «

hkEa

E Newwindow 7 Help [ customize Page

12/09/2010 [59

Server Name:

-

I j' Run Date:
[ T00:44PM |

Run Time:

Resgetto Current DaterTima |

Recurrence:

&

Time Zone:

Process Hame Process Type

Select Description

W Invoice Status Change BINMCETS SCOR Report
oK || Cancel |
Done

;‘."'Startl J i . ] e JI & change Status of Bills...

*Format Distribution

= IPDF 'I Distribution

Type

A | mire -

l_ l_ l_ ’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF
« @& B

Step Action

10. Click the O_K button.
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'_l:hange Status of Bills - Windows Internet Explorer
% = [&] https: s, connectd. usipspndftEMPLOYEE JERPjc/MANAGE_BILLING_NTILITIES RUN_BT_5T5CHG.GAL || S || 42| 5 | [& Live search (2=
{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +
/€ Change Status of Bills @ - [ @ ~ Page - Safety ~ Tools + @v >
ORACLE" You are on Database: NDFT
Home: | MuttiChannel
Favarites Main Menu > B\Ihvng ¥ Maintgn Eils : tChange Status of Bills
B rewewindow P Help [ Customize Page ‘
Saved
Run Control ID: BILLING_STATUS_CHANGE Report Manager Frocess Maonitar R
Language: English = Process Instance 5722246
From Status To Status
¥ Hew " Ready *New Bill Status: IReady Bil x|
I Hold " canceled
™ Pending
Range Selection ™ Include Consolidation Group
& an ¢ Imvoice ID Business Unit: 12500 | &
 Bill Cycle  Cust ID
 Start Add  Bill Type
' Range ID " Bill Source
' Copy Group ID
Return to Interface Transactions
B save | [=] motity | Ey &dd | | UpdateiDisplay |
4] | i
javascript:submitAction_wind{document.wind, PRCSRQSTOLG_WRK_LOADPRCSMONITORFEY; [ [ [ [ [& mtemet | Protected Mode: OFf o v [ -
:'Startl J i B % e JI {& Change Status of Bills... @[(}))

Step Action

11. Click the Process Monitor link.
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fﬁ Change Status of Bills - Windows Internet Explorer
% = [&] hitps: fuwen. connectnd. us{pspindfHEMPLOYEE/ERP/c/MANAGE _BILLING_UTILITIES.RUN_BI_5T5CHG. G50 ]| G || s || | &Y Live Search |2~

i} Favorites ‘ {3 €| Sugoested Sites ~ @ | Web Slice Gallery ~

gchange Status of Bills & - = [ @ ~ Page v Safety v Tools v @v »

ORACLE" You are on Database: NDFT

Home

Favarites EMaln_Menu s Bllng > Maintan Bils > Change Status of Bills
H - -

Server List
View Process Request For
User ID: LDSHANNONE Q. Type: | M EE =l a0 [pas ] | Refresh

Server: 'I Name: Q, Instance: to |
Run vl Distribution I vl W Save On Refresh

Status: Status:

Process List

Select Seq. Process Type Process Hame  User Bun Date/Time Details
- 5722248 SQR Report BINCETS LDSHANMOME@MND.GOY 12/08/2010 2.00:44PM CST Queued Details
[T 5722246 Crystal BIFDOO1 LOSHANMOME@MD GO 1 2/08/2010 2 46.24PM CET Success Fosted Details
- 5722243 Application Enging BIFOO01 LDSHANMOM@MND.GOY 12/08/2010 226:47PM CST Success Fosted Details
= 5722240 Application Engine MODE_INTFC_BI  LDSHAMMOM@MD GO 12/08/2010 2.04:40PM CET Success Fosted Details
= 57214938 Crystal GLCTE01- LODSHANMOM@MND.GOY 120372010 313:06PM CST Success Fosted Details
= &7a1aI7 Crystal GLCTE01- LOSHANMOM@MD GO 120372010 2.59:36PM CET Success Fosted Details
- 57214606 SGR Report GLS7012 LDSHANMOM@E@MD . GOY 1200372010 3:28:26AM CET Success Fosted Details
= a721e18 Crystal GLCTE01- LOSHANMMOMEMND GO 1172972010 252:22PM CST Success Posted Details
= 571 EBRY Crystal GLCTA01- LOSHAMMNOMEMND GOV 1102372010 316:52PM CST Success FPosted Details
[ 5721 6BRE Crystal GLCTA01- LOSHAMMNOMEMD GOV 1172372010 313:59PM C5T Success FPosted Details
= 5721648 Application Engine GL_JEDIT_DO LOSHAMMNOMNEMND GOV 1102372010 1:41:39PM CST Success FPosted Details
= &72E47 Application Engine GL_JEDIT_D LDSHANMMOM@ND GO 11/23/2010 1:30:27PM CST Success Posted Details

4 | 3|
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% =
;."Startl J i T e JI & change Status of Bills... * @(}’J

Step Action
12. Click the Refresh button.

13. The process is complete when the Run Status is Success and Distribution Status is
Posted.

14, Click the Details link.
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(_ Change Status of Bills - Windows Internet Explorer

w = [&] https: fwwmn.connectnd. us/pspindFt/EMPLOYEE/ERP /c/MANAGE_BILLING_UTILITIES.RUN_BI_5T5CHE.G5L ]| G || €2 || X | [&¥ Live Search (2=

q} Favorites ‘ Y:'E €| Suggested Sites + @ | Web Slice Gallery +

/& change Status of Bills

ORACLE" You are on Database: NDFT

Home

Favarites gMain_Menu ¥ B\Ihvng ¥ Maintgn Eils : tChange Status of Bills

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

Process Detail

Process

Instance: 722248 Type: SaR Report
Name: BINCETS Description: |nvoice Status Change
Run Status:  Success Distribution Status: Posted
(Ron [ Update Process
Run Control ID: BILLING_STATUS_CHAMNGE " Hold Request
Location: Senver  Queue Request
-
Server: FENT Cancel Request
” Delete Request
Recurrence:  Restart Request
Request Created On: 1 209/2010 3:00:47FM C5T Farameters Transfer
Run Amytime After: 1200972010 2:00:44FPM CET Message Log
Began Process At: 12092010 3:00:58FPM CST Batch Tirmings
Ended Process At: 1 2/08/2010 3:01:1 2FM ST Wiew LogTrace
javascript:submitAction_wind{document wind, PMN_DERIVED_INDEX_ETN'; [ [ [ [ [&mtemet | Protected Mode: OFf RS
fYStartl J i . ] e JI {& Change Status of Bills... @[(}))

Step Action

15. Click the View Log/Trace link.
[iew LoaTrace]
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6: Change Status of Bills - Windows Internet Explorer

ﬁ: https:/ /wwa.connectnd.us/psreports/ndft /4197131 /BIIVCSTS 5722248 PDF - Windows Internet Explorer

—~— —
[ ="LT=% | https: /e connectnd usipsreports indfEf4 197 13 1EIVCE ™ || & 2| X :f Live Search Pabd
@ Change Status of Bills NS IE J@ |_| |_| I | | »

7 Favorites ‘ 9% @ | Suggested Sites ~ @& | Web Slice Gallery ~
ORACLE" You are cligs
i‘)https:,i,l’www.cunnectnd.us,ipsrapurts,l’ndft,l"tlg?l31;’... | | ﬁ = - [ @ - Page - Safety - Tools - @v >

Favatites - Main Menu > Biling
- : - -

i} Favaorites ‘ TE» € | Sugoested Sit

|»

View LogiTrace

ReportID: 4187131 1
Name: BINCSTS 1

Run Status: Success

Irvoice Status Change
Distribution Details

Distribution Hode: NT

File List

Hame

BIVCSTS 5722248 PDF
BIVCSTS 5722248 out

SQR BINMCSTS 5722748 Ioqg

Distribution ID Type

User
’_’_’_'_’_ ’_ |Llnknuwn Zone | Protected Mode: OFf ¥p - | H00% v g
Return | -
hittps: {fwemw connectnd,us/psreparts/ndft/4197 1 3L (BI¥CSTS_S722248, PDF [T [ [ meernet | Protected Mode: off 5 v [ -

f‘startl J i .l e J /& Change Status of Bils - ... | & windows Internet Ex... <« @(}’)

Step Action

16. Click the BIIVCSTS_5722248.PDF link.
[BlYCSTS 5722248.PDF]

17. The Invoice Status Change Report displays Status, Bill Type, Customer Name,
Customer Number and Error Message (if applicable) .

18. This topic showed how to run a Bill Status Change.
End of Procedure.
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ST 7.5.2 - Printing Pro Forma Invoices
Printing Pro Forma Invoices

Navigation: Billing > Generate Invoices > Non-Consolidated > Print Pro Forma

A Pro Forma is identical to an invoice except for two things: the word "Pro Forma" appears at
the top of the page instead of "Invoice," and the estimated due date is printed instead of the actual
due date. You can generate a Pro Forma before or after bills are in the RDY state, since you are

producing a "sample" invoice. Printing Pro Forma enables you to correct errors before bills are
invoiced.

Procedure

This topic shows how to Print Pro Forma Invoices.

ﬁf“Emplnyeef[acing registry content - Windows Internet Explorer

@_\:‘/ ) = |&] https: v connectnd.usipsp/ndft/EMPLOVEE [ERP,h7:ab=CEFALULT =L & || &) [#2) [ ¢| |&F Live Search 2 |-

{3 Favorites ‘ i.:‘;s €| Suggested Sites ~ @ | Web Slice Gallery =

- ~ »
1€ Employee-facing registry content | | I v B - ) mm v Page - Safety » Tooks v g

I> Product Configurations |
[ Qality

[> Demand Planning

[ Inventory Palicy Planning
= Supply Flanning

[> Grants

[* Program Management

[» Project Costing

I» Proposal Management

[> Maintenance Management
> Resource Management

[> Lease Administration

[ Travel and Expenses

[> Travel Administration

[> Billing

[» Accounts Receivable

[» Accounts Fayahle

[» eSetilernents

[» Asset Managerment

[ IT Azset Management

[ Banking

[» Cash Management

[> Deal Management

[ Risk Management

[> Financial Gateway

[ AT and Intrastat

[ Excise and Sales TaxWAT IND
[> Commitrment Contral

[» General Ledger

I» Allocations

[ Statutory Reports

[= SCM Integrations

[> Set Up FinancialsfSupply Chain
[> Enterprise Components

[» Government Resource Directory
[» Background Frocesses

[ Worklist

[» Application Diagnostics

[> Tree Manager

[» Reporting Tools

Bl

-
https:f fwww connectnd usfpspindfE/EMPLOYEE JERP s /WEBLIE_EOPP_SC.HOMEPAGE. FieldFormula. 15¢ |0 Internet | Pratected Mode: OFF q - | 00 - A

:‘Startl J i . d| é JI @Empluyeef[acing FEg... s @'ﬂ’))
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Step Action

1. Click the Billing link.

2. Click the Generate Invoices link.
Eenerate Imvoices

3. Click the Non-Consolidated link.
Eun-Cunsulidated

4, Click the Print Pro Forma link.

C: Print Pro Forma - Windows Internet Explorer [_[&]x]
5(:} = [ https: v connectnd. usfpspdH/EMPLOVEE JERP{c GENERATE_INVOLCES. PROFORMA. GBLrPORTALPAR [ | B || 4| ¢ | [&¥ Live search (2=
7 Favarites ‘ 9% @ Suggested Sites = @ | Web Slice Gallery =
»
1€ Print Pro Forma - « [ mm v Page -+ Safety v Toos < -

ORACLE" You are on Database: NDFT

Home ‘Winrklisd MutiChannel Console | AddtoFavorites | Sign out
Favarites EMalnvMenu > Bllng > Generate Inwoices > Mon-Consolidated > Print Pro Forma
: - - -~

B Mew window 2 Help B nttp

htEn

Pro Forma

Enter any information you have and click Search. Leave fields hlank for a list of all values.

" Add & Mew value |

Masimurm nurmber of rows to return (up to 300y 200
Run Control ID: | begins with > ||

[ case Sensitive

Search Clear  |Basic Search [§] Save Search Criteria

Fird an Existing Value | Add a New Value

<] | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF #q - | H100% -~
A"Startl J EN JI /& Print Pro Forma - Win... “ )

Step Action
5. Click the Add a New Value tab.

|/ Add a Mew Valug |
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Step Action
6. After navigating to a report, the user will be asked to enter a Run Control ID:
The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used again,
or modified, the next time the same process is run. Run Controls are unique to a user
ID.
The first time a report is run you will need to Add a New Value. The Run Control
can be any alpha/numeric combination but cannot have spaces. Once the Run
Control is entered you will proceed to the parameters page.
7. Enter the desired information into the Run Control ID field.
Enter "PRO_FORMA_INVOICES".
8. Click the Add button.
Add
9. The page parameters should be selected to run the invoices for a specified customer

(Select Specified) and the Invoice Date Option should be Processing Date.

The Range Selection can vary depending on how you want the system to filter the
results.
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f_ Print Pro Forma - Windows Internet Explorer

% = [&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERP /o GENERATE_INVOILCES PROFORMA. GBL?PORTALPAR || G || €2 || X | [&Y Live Search (2=
o7 Favorites ‘ 95 @ Suggestad Sites * @ | Web Slica Gallery

»
(& Print Pro Forma - « [ e v Page -+ Safety v Toos v -

ORACLE" You are on Database: NDFT

Home
Favarites éMaln_Menu b3 B\Ihvng ¥ Generatevlnvolces ¥ Non—Convsohdated s Print Pro Forma

E Mewwindow P Help [ customize Page B http

hkEa

Pro Forma Brint Options

Run Control ID: PRO_F ORMA_INVOICES Repor Manager Frocess Monitor | PU0 =]

Lahguage: |Engllsh 'l @ Specified  Recipient's

Selection Parameters

Seq Mbr: 1 [=]
Invoice Date Option

& processing Date ' User Defined

Range Selection
; From Business Unit: Q
< an & Invoice ID
 Bill Cycle € CustIp Ta Business Unit: Q
< Date Bill Added © Bill Type From Invoice:
" Range ID " Bill Source To Invoice:

Return to Interface Transactions
B save | [=] motity | |Er mdd | |5 UpdateiDisplay

Pro Forma | Print Ontions

Main Content

4] | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Made: OFf Fa - | H00% =
;."Startl J L2mYeé JI & Print Pro Forma - Win... « )

Step Action

10. The All Range Selection will select all the invoices staged for the Pro Forma run.

Click the All option.

11. Click the Bills To Be Processed button.
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Print Pro Forma - Windows Internet Explorer

% = [&] https: s, connectid. usipspndftEMPLOYEE JERP e/ GENERATE_INVOICES. PROFCRIMA, GBLPPORTALPAF || G |42 [ 5 | [& Live search (2=
{;‘ Favorites ‘ EQ:'S €| Suggested Sites + @ | Web Slice Gallery +

(& Print Pra Forma - o [ gm v Page v Safety v Toos~ v

ORACLE" You are on Database: NDFT

Home
Favarites Main Menu > B\Ihvng ¥ Generatevlnvoices ¥ Non—canvso\idated s Print Pro Forma
B MeweWindow P Help E{'Custurmze Faoe , hittp

Bills To Be Processed

Bills To Be Processed

Bl Unit Invoice Status Cust: Inu | ayout Layout Type  Bill To Media

12600 11201001120 ROCY 1120 FORTRAIT

12800 (112010.190.0 RO 180.0 FORTRAIT F F

12500 1120101920 RCY 1820 FORTRAIT @ @

12500 (112010.226.0 ROY 2260 FORTRAIT F F

12500 112010.201.0 RODY  301.0 FORTRAIT @ @

12500 112010.305.0 ROY 3050 PORTRAIT P P

12600 112010.213.0 RCY 3130 FORTRAIT ? @

12500 (112010.325.0 ROv 3250 FORTRAIT F F

12500 112010.280.0 RO 3800 FORTRAIT @ @

12500 112010.401.0 RCY 4010 FORTRAIT F F

12500 1120104030 RDY 4030 FORTRAIT @ @

12500 1120104050 ROY 4050 PORTRAIT P P

12500 112010.408.0 ROY 408.0 PORTRAIT P P

12500 (112010.412.0 ROv 4120 FORTRAIT F F

12600 112010.413.0 ROY 4130 FORTRAIT @ @

12500 112010.471.0 RCY 4710 FORTRAIT F F

Return

Done [ [ [ [&meemet | Protected Mode: off o v [ -
Srstart| | G B P @ |[ & Print Pro Forma - win... )

Step Action
12. Click the Return button.
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{2 Print Pro Forma - Windows Internet Explorer

% = [[2] https: v connectnd. usfpsprdH{EMPLOVEE JERP{c GENERATE_INVOLCES. PROFORMA. GBLrPORTALPAR [ | b ||| ¢ | [&¥ Live search
{? Favorites ‘ Té, € | Suggested Sites ~ @ | Web Slice Gallery =

e FPtint Pro Forma

ORACLE" You are on Database: NDFT

Lahguage: |English 'I @ Specified " Recipient's
Selection Parameters

Sexq Nbr: =l
Iimsoice Date Option
& Processing Date ' User Defined

Range Selection

. From Business Unit: 12500 Q
@ an  Invoice ID
< Bill Cycle  Cust ID To Business Unit: 12500 Q@
€ Date Bl Added € Bill Type
 Range ID " Bill Source

Return to Interface Transactions
|E Save | |E| Mtify |

e
Pro Forma | Print Ontions

4

Home
Favarites ;Maln_Menu s> Bllng > Generate Inwoices > Mon-Consolidated > Print Pro Forma
Epewwindow P Help [ Custornize Page B htt
| Print Options
Run Control ID: PRO_FORMA_IMNVOICES Report Manager Process Monitor | Run |

Done

| |

l_ l_ l_ ’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF

Lostart| | 5 B P @ || @ Print Pro Forma - win...

A mire -
« ey

Step Action

13. Click the Run button.
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% print Pro Forma - Windows Internet Explorer

% = |&] https: fwwn.connectnd. us/pspindFt{EMPLOYEEERP /o GENERATE_INVOLCES PROFORMA. GBL?PORTALPAF || G || €2 || X | [&Y Live Search (2=

{;‘ Favorites ‘ EQ:'S €| Suggested Sites + @ | Web Slice Gallery +

(& Print Pra Forma @ - - [ @ -~ Page - Safety - Tools @' ”

ORACLE" You are on Database: NDFT

Home | MutiChannel
Favarites gMain_Menu ¥ B\Ihvng ¥ Generatevlnvoices ¥ Non—canvso\idated s Print Pro Forma
@New\l\finduw ?Help E{'Custum\zepage htlp

hEEn

Process Scheduler Request

User ID: LOEHAMMOMEMND GOV Run Control ID: FRO_FORMA_IMNYOICES

Server Name: [ | oo [1zoozono o
Run Time: I0ZEPM . Resetto Current DatefTime

-

Recurrence:

Time Zone: Q

Select Description Process Hame Process Type Type *Format Di: bution
- Fre-process & Finalization BIrCOO0D Application Engine lm ITXT—LI Distribution
[T Proforma & Print BIJOBPO1 PSlob [rioney =] [ione) =] Distribution
[T Proforma FinaliPrint wic rystal BIIOBPST PSlob [rioney =] [ioney =] Distribution
[ Printinvoice wSGOR BIFJ1D PSJob [rioney =] [ioney =] Distribution
[ Print Granis Invoice wSQR BIFJ20 FSJob [rioney =] [ioney =] Distribution
[ Print5F1080/81 Invoice wiSOR BIFJ30 FSJob [rioney =] [ioney =] Distribution
I Puintlvoice wiCrystal BIFJ4D Felob [Moner =] [wioney =] Distribution
[ Printinvoice wiXML Publisher BIFJ5D Felob [money =] [wioney =] Distribution
[ Higher Ed Grants nvoice wWSGR HEBIFJ02 Fedob [moner =] [wioney =] Distibution
™ DD Print SR Invoite Porrait NDSBIJT0 FSJob [ioney =] [wione) =] Distibution
Ok Cancel |
l_l_l_l_l_l_ﬁ Internet | Protected Mode: OFF '\i’h_vl 00 - v

Sostart| | 5, B P @ |[ /& Print Pro Forma - win...

)

Step Action
14. Select the ND Print SQR Invoice Portrait option.

15. Click the O_K button.
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{2 Print Pro Forma - Windows Internet Explorer

{? Favorites ‘ Té, € | Suggested Sites ~ @ | Web Slice Gallery =

e FPtint Pro Forma

ORACLE" You are on Database: NDFT

% = [&] hitps: [fows. connectnd. usfpspindft/EMPLOVEE ER PJc/GENER ATE_INVOICES PROFORMA, GELPPORTALFAR ]| G |[#2[ 2| JAY Live search

Home
Favarites ;Maln_Menu s> Bllng > Generate Inwoices > Mon-Consolidated > Print Pro Forma
Epewwindow P Help [ Custornize Page B htt
| Print Options
Run Control ID: PRO_FORMA_IMNVOICES Report Manager Process Monitor | Run |

IEninsh 'I @ Specified " Recipient's

Language:

Selection Parameters

Ser Nbr:
Iimsoice Date Option
& Processing Date ' User Defined

Range Selection

12500 Q@

& an  Invoice ID From Business Unit:

 Bill Cycle € Cust D Ta Business Unit: 12500 | Q
< Date Bill Added © Bill Type

< Range ID " Bill Source

Return to Interface Transactions
|E Save | |E| Mtify |

Pro Forma | Print Ontions

4

Fracess Instance:5722249
i First K11 0f 1 I Last

=

[Er mod ] Update/Display

javascript:submitAction_win0{document.wind, PRCSROSTOLE WRE_LOADPRCSMOMITORPE');

Listart| | 5 B P) @ || & Print Pro Forma - win...

| ]
A mire -

« =00

l_ l_ l_ ’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF

Step Action

16. Click the Process Monitor link.

Frocess Monito
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f_ Print Pro Forma - Windows Internet Explorer

% % |&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEEERP /o GENERATE_INVOLCES PROFORMA. GBL?PORTALPAF || G || €2 || X | [&Y Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

(& Print Pra Forma @ - - [ @ -~ Page - Safety - Tools @' ”

ORACLE" You are on Database: NDFT

Home: | MuttiChannel

Favarites gMain_Menu ¥ B\Ihvng ¥ Generatevlnvoices ¥ Non—canvso\idated s Print Pro Forma
@New\l\finduw ?Help E{'Custum\zepage htlp =]

hEEn

Server List
Wiew Process Request For
User ID: LDSHANMONEQ, Type: | =] uast = E I FET= R | Reftesh
Server: 'I Hame: Q Ins’lance:‘ to |
Run vl Distribution I -l ¥ Save On Refresh
Status: Status:

Process List

Select Instance Seq. Process Type Process Hame  User Run Date/Time Details
= 57212249 FSlob NDSEI0 LOSHANMOMEND GOV 1 2009/2010 310:25PM CST Frocessing M Details
- 67212248 S0OR Report BINCSTS LOSHANMOMEND. GOY 12009/2010 3:.00:44PM CST Success Fosted Details
| 6722248 Crystal BIFDO01 LDSHANMOMEND GOY 1 2009/2010 2 46:24PM CST Success Fosted Details
- 722243 Application Engine BIFDO01 LOSHANMOMEMND. GOY 1 2009/2010 2. 26:47Pw CST Success Fosted Details
(| 722240 Application Engine MDS_INTFC_Bl  LOSHAMMONGEMND. GOV 120082010 2:04.40PW CST Success Fosted Details
- 6721833 Crystal GLCTSE01- LDSHANMOMEMND GOY 1200372010 319:.06PM CST Success Fosted Details
(| 6721837 Crystal GLCTE01- LDSHANMOMEMND GOY 1200372010 259:36PM CST Success Fosted Details
= G721808 SGOR Report GLET01Z2 LOSHANMOMEMD. GOW 1200372010 3:28:264M CST Success Fosted Details
| ar2iels Crystal GLCTE01- LDSHANMOMEMND GOY 11729/2010 252:22PM CET Success Fosted Details
= GT21667 Crystal GLCTE01- LOSHANMOMEMD. GO 1102302010 316:52PM CET Success Fosted Details
| 6721666 Crystal GLCTS01- LDEHANMOMEMD. GOY 1102372010 3:13:59PM CET Success Posted Details
| 721648 Application Engine GL_JEDIT_D LOSHANMMOMNEND. GO 112372010 1:47:39PM CST Success Posted Details

4 | 3|
Done [ [ [ [&meemet | Protected Mode: oFf o v [ -
Sostart| | S B P @ |[ & Print Pro Forma - win... i)

Step Action
17. Click the Refresh button.

18. The process is complete when the Run Status is Success and Distribution Status is
Posted.

19. Click the NDSBI1J10 link.
NDESBLID
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fﬁ Print Pro Forma - Windows Internet Explorer
G_g,} = [&] hitps: fuwn . connectnd. us{pspndfH{EMPLOYEEERP /o GENERATE_INVOLCES PROFORMA. GELPPORTALPAR || G || €2 || | [&Y Live Search |2~
i} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =
1€ Print Pro Forma il - [ g v Page~v Safety+ Toos+ @@h-
ORACLE" Youare on Database: NDFT
Horme
Favarites Main Menu - > Billing » Generate Invoices > MNon-Consolidated > Print Pro Forma
& ewewindow P Help [ custornize Page B hitp
Precess Detail
Process Hame: NDEBLITO RafEsl
Main Job Instance: 57222449
Lett | Right
£y 6722249 - MDSBLMO Success
2 5722250 BI IVCEXT Succe
B 5722261 - BIVCPN Success
Return
javascript:submitAction_winD{document. wind, #1CSetFieldP_PRCSLISTTREE TREECTLEVENTSZY | | | | | | [& intemet | Protected Mode: OFF 5 v [ -
Jf'Starll J EN JI & Print Pro Forma - Win... = )

Step Action

20. Click the 5722251 - BII'VCPN Success link.
5722261 - BIVCPMN Succesg
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(_ Print Pro Forma - Windows Internet Explorer

w % |&] https: fwmn.connectnd. us/pspindFt{EMPLOYEEERP /o GENERATE_INVOLCES PROFORMA. GBL?PORTALPAF || G || €9 || X | [&¥ Live Search (2=
q} Favorites ‘ Y:'E €| Suggested Sites + @ | Web Slice Gallery +

(& Print Pra Forma @ - - [ @ -~ Page - Safety - Tools @' ”

ORACLE" You are on Database: NDFT

Home: | MuttiChannel

Favarites gMain_Menu ¥ B\Ihvng ¥ Generatevlnvoices ¥ Non—canvso\idated s Print Pro Forma
@New\l\finduw ?Help E{'Custum\zepage htlp =]

hEEn

Process Detail

Process

Instance: 5722251 Type: S0R Report

Name: BIMCPRM Description: Print Portrait Invoices

Run Status:  Success Distribution Status: Fosted
=]

Run Control ID: PRO_FORMA_INVOICES " Hold Request

Location: Server  Queue Request

¢ cancel Request

Server: FENT
 Delete Request

Recurrence:  Restart Request

Request Created On: 1 2009/2010 3:11:02FM C5T Farameters Transfer

Run Amytime After: 1200972010 210:25PM CET Message Log

Began Process At: 12092010 311:33FM CST Batch Tirmings

Ended Process At: 1 2/08/2010 3:11:46FM ST Wiew LogTrace
Done [ [ [ [&meemet | Protected Mode: off RS
Srstart| | 5, B P @ |[ /& Print Pro Forma - win... )

Step Action

21. Click the View Log/Trace link.
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fﬁ Print Pro Forma - Windows Internet Explorer

=R https: | fimae. connectnd. us/psp/ndftfEMPLOYEEJERF o/ GENERATE _IMYVOICES PROFORMA, GELFPORTALPAR |7 || & Z ; &Y Live Search 2~
o Sk | kad

i} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

gPrlnt Pro Forma & - O | @ + Page~ Safety v Tools ®v »
ORACLE" You are on Database: NDFT

Home

Favarites EMaln_Menu > Bllng > Generate Inwoices > Mon-Consolidated > Print Pro Forma
: - - -

E Mewwindow 7 Help [ customize Page B hitg 2]

hkEa

View LogiTrace

R
Report 1Dz 4197133 Process Instance: 5722251 Message Laog
Name: BINMGPM Process Type: SCR Report

Run Status: Success

Print Partrait Invoices

Distribution Details

Distribution Node: ~T Expiration Date: 0210772011

|| File List

Hame File Size (bytes: Datetime Created

BINCPR 57222351.PDF 92177 1200972010 3:11:46.807000PM 5T

BIVCPM 5722251 out i 124092010 311°46 B07000PM GET

SOR_BIMCPM 5722251 Iog 1703 12092010 3:11°46 B07000PM GET
|| Distribute To

Distribution ID Type *Distribution 1D

Uzar LD SHAMMOMN@EMD. GO

| Return | =
https:/fwww connectnd,us/psreports/ndft /4157 133/BIIVCRN_5722251,FDF [ [ [ [ [ mtemet | Protected Mode: OFf EREI

A"'Starll J L2mEYeé JI & Print Pro Forma - Win... « )

Step Action

22. Click the BIIVCPN_5722251.PDF link.
[BlvCPN 5722251.FDF|

23. The PRO FORMA invoices are ready to be viewed or printed.

24, This topic showed how to Print Pro Forma Invoices.
End of Procedure.
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ST 7.5.3 - Running/Printing Single Action Invoice
Running/Printing Single Action Invoice

Navigation: Billing > Generate Invoices > Non-Consolidated > Single Action Invoice

Single Action Invoicing:

e Includes a number of processes in a single action.
e Provides processing options for all of these processes from one control page.
e Eliminates the need to navigate to multiple pages to set up processing options.

The Single Action process links the following processes:

e Finalize and Print: Pre-processes and finalizes specified bills, prints formatted invoices,
and prints invoice information to the extract tables

e Currency Conversion: Processes multicurrency transactions

e Load AR Pending Items: Populates the pending items table for bills so that you can
post invoicing information to your customers' accounts

e Load GL Accounting Entries: Places billing data on export tables for subsequent
processing by the general ledger

e Generate AP Vouchers: Places voucher for InterUnit invoices on export tables for
subsequent processing by accounts payable

Procedure

This topic shows how to Run a Single Action Invoice.
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{f‘Emplnyeef[acing reqgistry content - Windows Internet Explorer

@_\t‘/ = [&] hitps: fwwens. connectnd. usfpspindfHEMPLOYEEJERF fhy7tab=DEFALLT =L B || 5[ #2) [ | |8F Live Search 2 |-

{3 Favorites ‘ i.:‘;s €| Sugoested Sites ~ @ | Web Slice Gallery =

i_:j Connecting. .. | | & - > [ Qé; ~ Page v Safety r Tools v .@.v »
[> Product Configurations ;l
[ Qality

[> Demand Flanning

[> Inventory Policy Flanning

[» Supply Planning

[> Grants

[= Program Management

[» Project Costing

[> Proposal Management

[> Maintenance Management

[» Resource Management

[> Lease Administration

[ Travel and Expenses

[> Travel Administration

[> Billing

[» Accounts Receivable

[» Accounts FPayahle

[> eSetlements

[» Asset Managerment

[+ IT Asset Management

[ Banking

[» Gash Management

[> Deal Management

I» Risk Management

[> Financial Gateway

[ AT and Intrastat

[ Excise and Sales TaxWAT IND
[> Commitment Contral

[» General Ledger

[> Allocations

[ Statutory Reports

[» SCM Integrations

[ et Up FinancialsiSupply Chain
[» Enterprise Components

[» Governrment Resource Directary
[» Background Frocesses

[ Warklist

[» Application Diagnostics

[> Tree Manager

[» Reporting Tools _I

-
https:f fwww connectnd usfpspindfE/EMPLOYEE JERP s /WEBLIE_EOPP_SC.HOMEPAGE. FieldFormula. 15¢ |@ Internet | Pratected Mode: OFF ¥a - | 00 A

A“Starll J % T e JI & Employee-facing regi... = @(}))

Step Action
1. Click the Billing link.
2. Click the Generate Invoices link.

Eenerate Invoices

3. Click the Non-Consolidated link.
[Mon-Consolidated|

4, Click the Single Action Invoice link.

Eingle Action Invoice
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(fSingle Action Invoice - Windows Internet Explorer

g\:__: |- |g, https: | fvmv. connectnd, us/pspndftEMPLOYEEJER P o) GEMERATE_IMVGICES, SMGL_ACTION, GEL?PORTALF j O ([ #2 | |:E' Live Search P
{_‘f Favorites ‘ {c‘; €| Sugoested Sites + @ | Web Slice Gallery +

= »
'_résing\e Action Invoice @ - - ) = - Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDFT

Home: | Warklist | MultiChanne! Console | Add to Favortes | Sign out
Favorites | Main Menu > Bling : Generate Inwvoices : Mon-Consoiidated > Single Action Invaoice
H - - -

B ew window P Help B ntip
Single Action Invoice

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value [RNENNER T

Maxirmum number of rowes to return {up to 3003|300
Run Control ID: | begins with > ||

" Ccase Sensitive

. Search | Clear |pasic Search [§] Save Search Criteria

Find an Existing value | Add a Mew value

4] | i
javascript: submitAction_win0{document.wind, '#ICSwitchMode"); '_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | 00 - A

Sostart| | G, B 7] @ |[ & single Action Invaice . < &m0

Step Action

5. Click the Add a New Value tab.
|/ Add a Mew alug |
6. After navigating to a report, the user will be asked to enter a Run Control ID:

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used again,
or modified, the next time the same process is run. Run Controls are unique to a user
ID.

The first time a report is run you will need to Add a New Value. The Run Control
can be any alpha/numeric combination but cannot have spaces. Once the Run
Control is entered you will proceed to the parameters page.

7. Enter the desired information into the Run Control ID field.
Enter "SINGLE_ACTION_INVOICE".
8. Click the A_dd button.
Add
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Step Action
9.

The page parameters should be selected to run the invoices for a specified customer
(Select Specified) and the Invoice Date Option should be Processing Date.

The Range Selection can vary depending on how you want the system to filter the
results.

fﬁ single Action Invoice - Windows Internet Explorer

% = [I2] https: v connectnd. usfpspdt/EMPLOVEE JER P/ GENERATE_INvoLCES. stiaL_acTion. cELrorTaLr (| b || 4| ¢ | [£¥ Lve search

(2]
7 Favarites ‘ 9= @ Suggested Sites = @ | Web Slice Gallery =
g Single Action Invoice

- « [ v Page -+ Safety v Toos - - »

ORACLE" You are on Database: NDFT

Home | Worklist | MuttiChannel Console | Add to Favortes | Sign out
Favarites i Main Menu - > Billing » Generate Invoices > Mon-Consolidated = Single Action Invoice
H - - -

B Mewwindow  ? Help [ customize Page B http
Frint Options

hkEa

Run Control ID: SINGLE _ACTION_INVOICE

ReporiManager Frocess Monitor | RUR
Language: |English 'I @ Specified " Recipient's
Selection Parameters

Seq Nbr: 1

) Fiest K 4 of 1 D0 ast
“EDI Invoice Options: [Eorony =] =
= processing Date © User Defined # poNotPost O Batch Standard

& € Imvice ID Business Unit: 12500 Q
< Bill Cycle  Ccust ID

" Date Bill Added © Bill Type

" Range ID " Bill Source

Return o Mon-Consolidated

B save | =] motify |

= Update/Display
Single Action nvoice | Print Options
< | -l
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF #q - | FI00%  ~
;."’Startl J i el & JI 9 single Action Invoice ... s @'ﬂ”)

Step Action
10. Click the All option.
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f_ Single Action Invoice - Windows Internet Explorer

w = [&] https: fumn.connectnd. us/pspindFt{EMPLOYEEERP /o GENERATE_INVOLCES ShGL_ACTION. GBL?PORTALF ]| G || €2 || X | [&Y Live Search
{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

& single Action Invaice

ORACLE" You are on Database: NDFT

Home: | MuttiChannel
Favorites | Main Menu > Bling : Generate Inwvoices : Mon-Consoiidated > Single Action Invaoice
H - - -

@New\l\finduw ? Help E{'Custurmze Page htlp
" Brint Options

hEEn

Run Control ID: SINGLE_ACTION_IMVOICE Eeport Wanager Process Maonitor | Aun |
Lahguage: |Engllsh vl @ Specified ' Recipient's
Selection Parameters

Seq Nbr: 1 “EDI Ivvoice Options: [Eciony =]
Immice Date Option Posti

EDI & Prt
& Processing Date ' User Defined & pgEDlOnky

Range Selection

& o € Imvoice ID Business Unit: 12800 Q
" Bill Cycle  Cust ID

" Date Bill Added © Bill Type

" Range ID " Bill Source

Eeturn 1o Mon-Consolidated
|2 save | [=] matity | |[Ex #cdt | | 5] UpdateDisplay
Single Action Invaice | Print Options

4

| b
Done [ [ [ [&meemet | Protected Mode: off o v [ -
:'Startl J i B % e JI /& single Action Invoice ... @[(}))

Step Action
11. Click the Print Only list item.
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fﬁ single Action Invoice - Windows Internet Explorer

% = [&] hitps: fuwwn. connectnd. us{pspndfH{EMPLOYEEERP /o GENERATE_INVOLCES ShGL_aCTION. GELZPORTALF ]| G || s || | [&Y Live Search (2]
i} Favorites ‘ ﬁ € | Sugoested Sites ~ @ | Web Slice Gallery =

g Single Action Invoice

ORACLE" You are on Database: NDFT

E Mewwindow P Help [ customize Page B http

hkEa

f R i
Run Control ID: SIMGLE_ACTION_INVOICE Report Manager Process Monitor L 1 |

Lahguage: |English 'I @ Specified " Recipient's
Selection Parameters

I First Kl 4 0F1 B3 ot

Ser Nbr: 1 “EDI Invoice Options: [Frintony = =
= processing Date © User Defined # poNotPost O Batch Standard
RSEIED"““ P —— Business Unit: [12s00 &,
 Bill Cycle  Cust ID
" Date Bill Added © Bill Type
" Range ID  Bill Source

Return to Mon-Consolidated

(B save | [ matity |

B Ao Updste/Dispiay
Single Action Invoice | Print Options

4

| |
’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% =
Jf'Starll J L2mYeé JI /& single Action Invoice ... « )

Step Action

12. Click the Batch Standard option.
" Batch Standard

13. Note: Posting Action must be Batch Standard. If Do Not Post is selected, the
transaction will not post.

14. Click the Bills To Be Processed button.

15. A listing of Bills To Be Processed.
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- Windows Internet Explorer

% = [&] https: s, connectnd. usipspndftEMPLOYEE JERPc/ GENER ATE_INVOICES. SHGL_ACTION, GEL7PORTALF || G |42 || 5 | [& Live search (2=
{;‘ Favorites ‘ EQ:'S €| Sugoested Sites + @ | Web Slice Gallery +

& single Action Invaice @ < | @ -~ Page - Safety - Tools @v =

ORACLE" You are on Database: NDFT

Home
Favarites Main Menu > B\Ihvng ¥ Generatevlnvoices ¥ Non—canvso\idated s Single Action Invoice
@New\l\finduw ? Help E{'Custurmze Page , http

Bills To Be Processed

Bills To Be Processed

Bl Unit Invoice Status Cust: Inu L ayout Layout Type  Bill To Media

12600 11201001120 ROCY 1120 FORTRAIT

12800 (112010.190.0 RO 180.0 FORTRAIT F F

12500 1120101920 RCY 1820 FORTRAIT @ @

12500 (112010.226.0 ROY 2260 FORTRAIT F F

12500 112010.201.0 RODY  301.0 FORTRAIT @ @

12500 112010.305.0 ROY 3050 PORTRAIT P P

12600 112010.213.0 RCY 3130 FORTRAIT ? @

12500 (112010.325.0 ROv 3250 FORTRAIT F F

12500 112010.280.0 RO 3800 FORTRAIT @ @

12500 112010.401.0 RCY 4010 FORTRAIT F F

12500 1120104030 RDY 4030 FORTRAIT @ @

12500 1120104050 ROY 4050 PORTRAIT P P

12500 112010.408.0 ROY 4080 PORTRAIT P P

12500 (112010.412.0 ROv 4120 FORTRAIT F F

12600 112010.413.0 ROY 4130 FORTRAIT @ @

12500 112010.471.0 RCY 4710 FORTRAIT F F

Return

Done [ [ [ [&meemet | Protected Mode: oFf o v [ -
f'Startl J i [l % e JI {& single Action Invoice ... @[(}))

Step Action
16. Click the Return button.
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fﬁ single Action Invoice - Windows Internet Explorer

% = [&] hitps: fuwwn. connectnd. us{pspndfH{EMPLOYEEERP /o GENERATE_INVOLCES ShGL_aCTION. GELZPORTALF ]| G || s || | [&Y Live Search (2]
7 Favarites ‘ 9= @ Suggested Sites = @ | Web Slice Gallery =

g Single Action Invoice

ORACLE" You are on Database: NDFT

Home
Favarites : Main Menu - > Billing » Generate Invoices > Mon-Consolidated = Single Action Invoice
: - - -

E Mewwindow P Help [ customize Page B http

hEEn
Erint Options

Run Control ID: SIMGLE_ACTION_INVOICE Feport Manager Process Monitor L Run |
Lahguage: |English 'I @ Specified " Recipient's
Selection Parameters

Ser Nbr: 1 “EDI Invoice Options: [Frintony = =
= processing Date © User Defined " DoNotPost & Batch Standard
RSEIED"““ P —— Business Unit: [12s00 &,
 Bill Cycle  Cust ID
" Date Bill Added © Bill Type
" Range ID  Bill Source

Return to Mon-Consolidated

(B save | [ matity |

B Ao Updste/Dispiay
Single Action Invoice | Print Options

4

| |
javascript: submitAction_winO{docurment, wind, #ICPanel1'); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF v"ﬂ - | 00 A
Jf'Starll J EN JI /& single Action Invoice ... = =16

Step Action
17. Click the Print Options tab.

| Print Qptions |

18. The Print Detail, Print Only Unprinted Invoices and Print Listing parameters must
be selected in order for the invoices to print correctly.
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2 i gle Action Invoice - Windows Internet Explorer
w = |&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEEERP /o GENERATE_INVOLCES ShGL_ACTION. GBL?PORTALF ]| G || €2 || X | [&¥ Live Search

q} Favorites ‘ {.3 €| Suggested Sites + @ | Web Slice Gallery +

{8 single Action Invaice
MutiChannel

ORACLE" You are on Database: NDOFT
Home |
E{' Customnize Page , http

Favarites 'Main_Menu ¥ B\Ihvng ¥ Generatevlnvoices ¥ Non—canvso\idated s Single Action Invoice
B Mew Window 7 Help

.

Selection Parameters

Seq Nbr: 1
Print Invoice Sort By Summarization Options

For Irwoices associated with Summarization Template:

' Country, Postal
' Customer, Invoice & Print Detail
" Bus Unit, Invoice ' Print Summarized

© Print Both Summarized & Detail

™ Print Only Unprinted Invoices

¥ Print Listing
Currency Shown on GL Report: I Trans Curr ‘l

Add | | B Updsteisplay |

Return to Mon-Consolidated
|2 save | [= metity |

Single Action Invoice | Print Options

4] | i
'_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | F00% v
)

javascript: submitAction_winD{document. wind,'#ICPanell’;
.\'YSEBrtl J i B % e JI {& single Action Invoice ...

Step Action
Click the Single Action Invoice tab.

19.
I Single Action [nvoice
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ﬂT single Action Invoice - Windows Internet Explorer

% = [&] hitps: fuwwn. connectnd. us{pspndfH{EMPLOYEEERP /o GENERATE_INVOLCES ShGL_aCTION. GELZPORTALF ]| G || s || | [&Y Live Search
3’} Favorites ‘ T‘g € | Sugoested Sites ~ @ | Web Slice Gallery =

g Single Action Invoice

ORACLE" You are on Database: NDFT

Home
Favarites : Main Menu - > Billing » Generate Invoices > Mon-Consolidated = Single Action Invoice
: - - -

E Mewwindow P Help [ customize Page B http
" Brint Options

hkEa

Run Control ID: SIMGLE_ACTION_[MYOICE Report Manager Process Monitor | Run |
Lahguage: |English 'I @ Specified " Recipient's
Selection Parameters
Seq Nbr: 1 *EDI Irnvoice Options: IP”nt only j' =1
Imvoice Date Option Posting Action
= processing Date © User Defined

Range Selection

I First Kl 4 0F1 B3 ot

 DoNotPost & Batch Standard

& an € Invoice ID Business Unit: T2E00 G
 Bill Cycle  Cust ID

" pate Bill Added  Bill Type

" Range ID  Bill Source

Return to Mon-Consolidated

|2 save | [= metity | B 2o | |7 Updstemispiay
Single Action Invoice | Print Options

4l | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% =
f}'startl J i . Bl e JI /& single Action Invoice ... * @(}’J

Step Action
20. Click the Run button.
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gle Action Invoice - Windows Internet Explorer
m = [[] https: umn.connectnd. usipspjrdFt[EMPLOVEE [ER Pjc/ GENERATE _INVOLCES, SHGL_ACTLON. GELPPORTALF jl&l |§| |Z| J&¥ Live Search |EE|
{;‘ Favorites ‘ {c‘; €| Sugoested Sites + @ | Web Slice Gallery +
& single Action Invaice @ - - [ @ -~ Page - Safety - Tools @' ”
ORACLE" You are on Database: NDFT
. Home: | | MuttiChannel | Aol to F:
Favorites | Main Menu > B\Ihvng ¥ Generatevlnvoices ¥ Non—canvso\idated s Single Action Invoice
o
Select Description Process Hame Process Type “Type *Format Distribution ;I
[~ Billing Currency Conversion BICURCHY Application Engine  [web = [ThT 7] Distribution
[T Generate AP Vouchers BIGNAPD1 SR Report [wen =] [PDF =] Distibution
- Fre-process & Finalization BIrCOO0D Application Engine lm ITXT—LI Distribution
[T Single Action wi Cormm Cntl BIIOBO3K PSlob [rioney =] [ione) =] Distribution
[T Load AR Pending ltems BILDARDY S0R Repart [wen =] [FDF =] Distibution
[ Load 6L Interface BILDGLOT SR Report [wen =] [FDF =] Distribution
[ Printinvoice wiSGR BIFJ1D PSJoh [rioney =] [ioney =] Distribution
[ Print Granis Invoice wSQR BIFJ20 FSJob [rioney =] [ioney =] Distribution
[ Print5F1080/81 Invoice wiSOR BIFJ30 FSJob [rioney =] [ioney =] Distribution
™ Printlnvoice wiCrystal BIFJ40 FSJob [rioney =] [ioney =] Distribution
[ PrintInvoice wiXML Publisher BIFJ5D Felob [Money =] [wioney =] Distribution
I Billing Pre-Loac Process BIPRELD spplication Engine [web =] [T =] Distribution
™ Gomem, Crtrl. Budget Processor F5_BP ppplication Engine  [web > [TiT =] Distiibution
M High Ed Single Action Involee HEEIOB3 FSJob [ioney =] [wione) =] Distibution
M Higher Ed Grants Jnvoice wiSQR HEBIPJD2 FSJob [ioney =] [wione) =] Distibution
r NDSBID3 FSJob [ioney =] [wioney =] Distibution
7 NDPrint SOR Invaice Porrait NDSBI10 PsJob [rioney =] [wioney =] Distibution
[T State Generate AP Vouchers NDSMAPDY 50R Report wieh 7] [FDF =] Distribution
Ok Cancel
’_’_'_’_’_’_ﬁ Internet | Protected Mode: OFF '\i’h_vl o100 - ;
Drstart| | 2, W T & JW

Step Action
21. Make sure the State Single Action Invoice box is checked.

Select the State Single Action Invoice option.

22. Click the O_K button.
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ﬂT single Action Invoice - Windows Internet Explorer

% = [&] https: s, connectd. usfpsp/ndft/EMPLOYEE JERPc/GENER ATE_INYOICES. ShaL_ACTION, GEL7PORTALF (|| By |42 || 2 | [& Live search |2~
7 Favarites ‘ 9= @ Suggested Sites = @ | Web Slice Gallery =
1€ single Action Invaice & v -~ [ @ ~ Page - Safety » Tools » ®v i
ORACLE" Youare on Database: NDFT
Home
Favarites Main Menu - > Billing » Generate Invoices > Mon-Consolidated = Single Action Invoice
0 Mewwindow P Help [ customize Page | ‘
4 . Saved
Erint Options J
f Run I
Run Control ID: SIMGLE_ACTION_INVOICE Feport Manager Process Monitor | |
Language: [English =]  Specified " Recipient's Process Instance:5722281
Selection Parameters I First K11 or1 DX Last
Seq Nbr: 1 *EDI Irnvoice Options: IP”nt only j' =1
Imvoice Date Option Posting Action
= processing Date © User Defined " DoNotPost & Batch Standard
Range Selection
o it 12500 3
@ an © Invoice ID Business Unit:
 Bill Cycle  Cust ID
" Date Bill Added © Bill Type
" Range ID  Bill Source
Return to Mon-Consolidated
|2 save | [= metity | B 2o | |7 Updstemispiay
Single Action Invoice | Print Options
4l | i
javascript: submitAction_winD{document. wind, PRCSRQSTOLG_WRK_LOADPRCSMONITORPE'); [ [ [ [ meemet | Protected Mode: off 5 v [ -
f}'startl J i . Bl = JI /& single Action Invoice ... * @(}’J

Step Action

23. Click the Process Monitor link.
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f_ Single Action Invoice - Windows Internet Explorer
% % |&] https: fwwmn. connectnd. us/pspindFt{EMPLOYEEERP /o GENERATE_INVOLCES ShGL_ACTION. GBL?PORTALF ]| G || €2 || X | [&Y Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

& single Action Invaice @ < | @ -~ Page - Safety - Tools @v =

ORACLE" You are on Database: NDFT

Home: | MuttiChannel
Favorites | Main Menu > Bling : Generate Inwvoices : Mon-Consoiidated > Single Action Invaoice
H - - -

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

Server List
Wiew Process Request For
User ID: LDSHANMONEQ, Type: | =] uast = E I FET= R | Reftesh
Server: 'I Hame: Q Ins’lance:‘ to |
Run vl Distribution I -l ¥ Save On Refresh
Status: Status:

Process List

Select Instance Seq. Process Type Process Hame  User Run Date/Time Details
= 5722281 FSlob NDSBIOS LOSHANMOMEMND. GOV 124072010 3:29:194M CST Frocessing M Details
- 67212249 FSlob NDSEBI0 LOSHANMOMEND. GOY 1 2009/2010 310:25PM CST Success Fosted Details
| 6722248 SOR Report BINMCSTS LDSHANMOMEND GOY 1 2009/2010 3.00:44Pn CST Success Fosted Details
- 722248 Crystal BIFDOO01 LOSHANMOMEMND GOY 1 2009/2010 2 46:24PM CST Success Fosted Details
(| 6722243 Application Engine BIFDO01 LDSHANMOMEND GOY 1 2009/2010 2. 26:47Pw CST Success Fosted Details
- 722240 Application Engine MDS_INTFC_Bl  LOSHAMMOMGE@MND. GOV 120082010 2:04.40PW CST Success Fosted Details
(| 6721833 Crystal GLCTE01- LDSHANMOMEMND GOY 1200372010 319:06PM CST Success Fosted Details
= 6721837 Crystal GLCTE01- LOSHANMOMEMD . GOY 1200372010 259:36PM CST Success Fosted Details
| 6721808 SGOR Report GLET01Z2 LOSHANMOMEMD. GOY 120372010 3:28:264M CST Success Fosted Details
= arziels Crystal GLCTE01- LOSHANMOMEMD GOY 11720/2010 252:22P0 CET Success Fosted Details
| a7 21667 Crystal GLCTS01- LDEHANMOMEMD.GOY 1102372010 316:52PM CET Success Posted Details
| 721666 Crystal GLCTS01- LOSHANMMOMNEND. GOY 112372010 313:58PM CST Success Posted Details

4 | 3|
Done [ [ [ [&meemet | Protected Mode: off o v (B -
:'Startl J i B % e JI /& single Action Invoice ... @[(}))

Step Action
24, Click the Refresh button.

25. The process is complete when the Run Status is Success and Distribution Status is
Posted.

26. Click the NDSBI03 link.
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,_C: single Action Invoice - Windows Internet Explorer

57::;; = [&] hitps: fuwmn . connectnd. us{pspindfH{EMPLOYEEERP /o GENERATE_INVOLCES ShGL_aCTION. ELZPORTALF ]| G || €2 || | [&¥ Live Search (2=
i} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery =

»
1€ single Action Invaice & v -~ [ @ ~ Page - Safety » Tools » @v

ORACLE" You are on Database: NDFT

Favarites EMaln_Menu > Bllng > Generate Inwoices > Mon-Consolidated > Single Action [nvoice
: - - -

E Mewwindow P Help [ customize Page B http

hkEa

Precess Detail

Process Hame: NDSBI03 RafEsl

Main Job Instance: 5722281
Lett | Right

£y 6722281 - MDSBI0Z Success
5723287 - BINCOOD Success
8722283 - Bl WCEXT Succe
6722284 - BIMCPM Success
5722285 - BICURCHY Succe:
5722286 - BIPEELD Success
5722287 - BILDGLOT Succe:
8722288 - BILDARDT Succe:
5722289 - MDEMAPOT Succe:

NRRIQNRRNE

Return

javascript:submitAction_win0{document.wind, #ICSetFieldPMN_PRCSLISTTREE, TREECTLEVENT .54'); ﬁ Internet | Pratected Mode: OFF v"ﬂ - | 00 A

A"'Starll J a2mYeé JI & single Action Invoice ... « )

Step Action

217. The Single Action Invoice process runs many jobs such as Portrait Invoice,
Currency Conversion, Preload, General Ledger, Accounts Receivable and Accounts
Payable.

Click the 5722284 - BI1VCPN Success link to access the Portrait Invoice.
[5722284 - BIVCPN Success|
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(_ Single Action Invoice - Windows Internet Explorer
w % |&] https: fwwmn.connectnd. us/pspindFt/EMPLOYEEERP /o GENERATE_INVOLCES ShGL_ACTION. GBL?PORTALF ]| G || €2 || X | [&¥ Live Search (2=

q} Favorites ‘ Y:'E €| Suggested Sites + @ | Web Slice Gallery +

& single Action Invaice

ORACLE" You are on Database: NDFT

Home
Favarites gMain_Menu ¥ B\Ihvng ¥ Generatevlnvoices ¥ Non—canvso\idated s Single Action Invoice

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

Process Detail

Process

Instance: 722284 Type: SaR Report
Name: BIMCPRM Description: Print Portrait Invoices
Run Status:  Success Distribution Status: Posted
(Ron [ Update Process
Run Control ID: SINGLE_ACTION_IMNYOICE " Hold Request
Location: Senver  Queue Request
-
Server: FENT Cancel Request
 Delete Request
Recurrence:  Restart Request
Request Created On: 1201 0/2010 8:32:23AM C5T Farameters Transfer
Run Amytime After: 121072010 8:29:19AM C5T Message Log
Began Process At: 1201002010 2:33:50AM CST Batch Tirmings
Ended Process At: 120102010 2:34:03AM CST Wiew LogTrace
javascript:submitAction_wind{document wind, PMN_DERIVED_INDEX_ETN'; [ [ [ [ [&mtemet | Protected Mode: OFf RS
fYStartl J i . ] e JI /& single Action Invoice ... @[(}))

Step Action

28. Click the View Log/Trace link.
[riew LoaTrace]
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fﬁ single Action Invoice - Windows Internet Explorer

% = [&] hitps: fuwwn. connectnd. us{pspindfH{EMPLOYEEERP /o GENERATE_INVOLCES ShGL_aCTION. SELZPORTALF ]| G || s || | [&Y Live Search (2]
i} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

g Single Action Invoice

ORACLE" You are on Database: NDFT

Home
Favarites : Main Menu - > Billing » Generate Invoices > Mon-Consolidated = Single Action Invoice
: - - -

E Mewwindow 7 Help [ customize Page B hitg 2]

View LogiTrace

Report 1Dz 4197153 Process Instance: 57222854 Message Laog

Name: BINMGPM Process Type: SCR Report
Run Status: Success

Print Partrait Invoices
Distribution Details

Distribution Node: NT Expiration Date: 02mazoi

|| File List

Hame File Size (hytes Datetime Created

BINMCPN 5722384 PDF 89,024 12052010 8:34:03.0670004AM CET

BIVCPN 5722264 out 0 12110/2010 8:34:03.067000AM CST

50R_ Biveen S 2784 I0g 1,709 12/10/2010 8:34:03.067000AM GST
|| Distribute To

Distribution ID Type ‘Distribution 1D

User LD SHAMMOMN@EMD. GO
| Return | =
hittps: {fwmw connectnd, us/psreports/ndft/4197 L53/BIIYCPN_S722254, PDF [ [ [ [ meemet | Protected Mode: off RS
f"startl J i . Bl e JI & single Action Invoice ...

«< (& m

Step Action

29. Click the BIIVCPN_5722284.PDF link.
[BlvCPN 5722284 FDF|

30. The Invoice is ready to view or print.

31. This topic showed how to Run a Single Action Invoice.
End of Procedure.
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ST 7.5.4 - Reprinting Invoices
Reprinting Invoices

Navigation: Billing > Generate Invoices > Non-Consolidated > Reprint Invoices

An invoice can be reprinted by accessing the Single Action Invoice job process, or by simply
reprinting the invoice.

Procedure

This topic shows how to Reprint Invoices.

(“Emplnyeef[acing registry content - Windows Internet Explorer [_ (=] x]
@: = [ hutps: s connectnd. usipspndft/EMPLOVEE [ERP b 7tab=DEFALLT =l & || B[ #2 ]| ] |8 Lve search 2|~

{3 Favorites ‘ 33:3 €| Sugoested Sites ~ @ | 'Web Slice Gallery -

- - »
1€ Employee-facing registry content | | & - - [ m= - Page =~ Safety - Tools - @@=

[» Services Procurernent -l
[» Sourcing

[> Engineering

[> Manufacturing Definitions
[> Production Control

[> Configuration Modeler

[» Product Configurations

[> Cuality

I» Demand Planning

I Inventary Folicy Flanning

[= Supply Flanning

[» Grants

[> Program Management

[> Project Costing

I» Proposal Management

[> Maintenance Management
[» Resource Management

[> Lease Administration

[ Travel and Expenses

[ Travel Administration

[ Billing

[» Accounts Receivahle

[» Accounts Payahle

[> eSetflernents

[> Azset Management

[ IT Asset Management

[> Banking

I» Cash Management

[» Deal Managerment |
[ Risk Management

[» Financial Gateway

[ AT and Intrastat

[» Excise and Sales TaxVAT IND
[> Commitrment Contral

[> General Ledger

[> Allocations

[» Statutory Reparts

[» SCM Integrations

I» Set Up Financials/Supply Chain
[» Enterprise Components

El
https:f fww, connectnd usfpspindfE/EMPLOYEE fERPS s /WEBLIE_EOPP_SC.HOMEPAGE. FieldFormula, IS¢ |O Internet | Pratected Mode: OFF ¥a - | 0% - A

:‘Startl J i el & JI @Empluyeeffacing regi.. s @'ﬂ’))

Step Action

1. Click the Billing link.
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Step Action

2. Click the Generate Invoices link.

Eenerate Invoices
3. Click the Non-Consolidated link.

Eun-Cunsnlidated

4, Click the Reprint Invoices link.

®Reprint Invoices - Windows Internet Explorer

X b s | T2 =
% = [&] https: /e, connectnd. usipspindftEPPLOVEE JERPjc/GENERATE_INVOLCES. REPRINT_vC.cBLzporTALP 2| S |42 || 2| [8 Lve search (2~
7 Favorites ‘ 9l @ Suggested Sites ~ @ | Web Slice Gallery ~
»
(& Reprint Invoices & - - [ gmy - Page - Safety - Tools - @-

ORACLE" You are on Database: NDFT
Homme & A ez | Signout
Favorites | Main Menu > B\Ihvng > Generatevlnvclices > NUn-CUn_sU\idated > Reprint Invoices

B e window P Help B hp

hEEn

Reprint Invoices
Enter ary information vou have and click Search. Leave fields blank for a list of all values.

[ Add a NewValue |

Maximurn number of rowes ta return (up to 3003|300
Run Control ID: [ begins with =] |

I~ Case Sensitive

Search | Glear |pasic Search [ Save Search Criteria

Find an Existing Value | Add a Mew Value

4] | |
avascript:submitAction_win0{dacument win, #1CSwitchMads'); [ [ [ | & mtemet | Protected Made: OFF V3t | ®mie -

Sostart| | 5, B 7] @ |[/& Reprint Tnvoices - Wi... <& )

Step Action
5. Click the Add a New Value tab.

|/ Add a Mew Valug |
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Step Action

6. After navigating to a report, the user will be asked to enter a Run Control ID:

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used again,
or modified, the next time the same process is run. Run Controls are unique to a user
ID.

The first time a report is run you will need to Add a New Value. The Run Control
can be any alpha/numeric combination but cannot have spaces. Once the Run
Control is entered you will proceed to the parameters page.

7. Enter the desired information into the Run Control ID field.
Enter "REPRINT_INVOICES".
8. Click the A_dd button.
Add

6: Reprint Invoices - Windows Internet Explorer

% = |&] https: fwwmn. connectnd. us/pspindFt{EMPLOYEEERP /o GENERATE_INVOLCES REPRINT_IvC.BLzPORTALP || G || €2 || X | [&Y Live Search (2=
{;‘ Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

{8 Reprint Invoices i - « | g v Page -~ Safety - Tools + - >

ORACLE" You are on Database: NDFT

Home: | Warklist | MuttiChannel Consale | Add to Favortes |
Favorites | Main Menu > Bling : Generate Invoices : Mon-Consoiidated > Reprint Invoices
H - - -

@New\l\finduw ?Help E,/Custumwzepage htlp

hEEn

Reprint Invoices Brint Options
Run Control ID: REFRINT_INVOIGES Report Manager Process onitor Run
Lahguage: |Engllsh vl @ Specified ' Recipient's

Selection Parameters Eind | *iew &I First Bl qorq Oaxt

Seq Nbr: 1 =1
[ Include Attached Bills
[~ Include Open ltems Only

Range Selection
. From Business Unit: 12500 S
Can & Invoice ID
 Bill Cycle O Cust ID To Business Unit: 12500 |Q
" Date Bill Added ¢ Bill Type From Invoice: [
 Range ID  Bill Source To Irvoice:
From Due Date: B ToDpue Date: ]

From Invoice Date: & To Invoice Date: )

Return to Mon-Consolidated
B save | [=] notity | B sdd | | F UpdateiDisplay |

Reprint Invoices | Print Gptions

4] | i
Done [ [ [ [&meemet | Protected Mode: oFf o v [ -
Sostart| | G, B 7] @ |[ /8 Reprint Tnvoices - Wi... <& w0
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Step Action
9. Enter the desired information into the From Invoice field. Enter "112010.901.0".
10. Click in the blank To Invoice field.

Once this field is accessed, the From Invoice number will populate in the To Invoice
field.

11. Click the Bills To Be Processed button.

ﬂ: Reprint Invoices - Windows Internet Explorer

% = [&] https: s, connectid. usipspndftEMPLOYEE JERP e/ GENERATE_INVOICES REPRINT_IvC.GBLPORTALP || S || 42 || 5 | [& Live search (2=
{;‘ Favorites ‘ EQ:'S €| Suggested Sites + @ | Web Slice Gallery +

{8 Reprint Invoices i - « | g v Page -~ Safety - Tools + - >

ORACLE" You are on Database: NDFT

| MutiChannel Console | Addto Favartes |
Favarites Main Menu > B\Ihvng ¥ Generatevlnvoices ¥ Non—canvso\idated »  Reprint Invoices
@New\l\finduw ? Help E{'Custurmze Page , http

Bills To Be Processed

Eills To Be Processed E ze | Fingt | i o B B fs T qope O Lot

Bl Unit Invoice Status Cust: Inu | ayout Layout Type  Bill To Media

125600 112010.901.0 ([0 ao1.0 FORTRAIT @ @

Return |

Done [ [ [ [&meemet | Protected Mode: oFf o v [ -
Sostart| | G B P] @ |[ /& Reprint Tnvoices - Wi... <& w0

Step Action
12. Click the R_eturn button.
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f_ Reprint Invoices - Windows Internet Explorer
w = |&] https: fwwmn. connectnd. us/pspindFt{EMPLOYEEERP /o GENERATE_INVOLCES REPRINT_IvC.BLzPORTALP || G || €2 || X | [&Y Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

{8 Reprint Invoices - + [ = v Page - Safety  Tools v g~ ”

ORACLE" You are on Database: NDFT

Home: | MuttiChannel
Favarites gMain_Menu ¥ B\Ihvng ¥ Generatevlnvoices ¥ Non—canvso\idated s Reprint Invoices
@New\l\finduw ?Help E{'Custum\zepage ,htlp

" Print Options

Run Control ID: REFRIMNT_IMYOICES Eeport Manager Process Monitor |
Lahguage: |Engllsh vl @ Specified ' Recipient's
Selection Parameters

Seq Nbr: 1 =1
[ Include Attached Bills
[~ Include Open ltems Only

Range Selection
. From Business Unit: 12500 Q@
C an ' Invoice ID T,
 Bill Cycle O Cust ID To Business Unit:

" Date Bill Added ¢ Bill Type From Invoice: 112010.801.0

 Range ID  Bill Source To Invoice: 112010.901.0
From Due Date: B ToDuepate: E
From Invoice Date: ] To Imwoice Date: E

Return to Mon-Consolidated
|2 save | =] natity | |Es add | | A Updatemisplay |

Reprint Invoices | Print Gptions

4] | i
Done [ [ [ [&meemet | Protected Mode: oFf o v [ -
:"Startl J i B % e J I /& Reprint Invoices - Wi... @[(}))

Step Action
13. Click the Run button.
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Reprint Invoices - Windows Internet Explorer

% = [&] hitps: fuwwn . connectnd. us{pspindfH{EMPLOYEEERP /o GENERATE_INVOLCES REPRINT_IvC.GBL7PORTALP || G || €2 || | [&Y Live Search (2]
i} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

1€ Reprint Invoices & v -~ [ @ ~ Page v Safety v Tools » ®' »

ORACLE" You are on Database: NDFT

Home ist MutiChannel
Favarites EMaln_Menu s> Bllng > Generate Inwoices > Mon-Consolidated = Reprint Invoices
: - - -
 Mewwindow P Help  [# customize Page B ntip

hkEa

Process Scheduler Request

User ID: LOSHAMMOMNE@MND GO Run Control ID: REPRIMNT_INVOICES

Server Name: | | RunDate: 121102010 [59
Run Time: 2158 06AM | Resetto Current DaterTirne

-

Recurrence:

Time Zone: Q

Select Description Process Hame Process Type Type *Format Distribution
I Printlnvoice wiSoR BIFJ10 FSJob Noney =] [ioney 7| Distribution
[} Frint Grants Invoice wiSQR BIPJ20O FSJob (Mone) =| |{Mone) = Distribution
[} Print SF1020/81 Invoice wiSOR BIPJ30 FSJob (Mone) =| |{Mone) = Distribution
™ Prirtinvoice wiCrystal BIFJ40 FSJob oney =] [ioney 7| Distribution
™ Prirtinvoice wixML Publisher BIFJ50 FSJob oney =] [ioney =] Distribution
M Higher Ed Grants Invoice wiSQR HEBIPJD2 FSJob Money =] [wioney =] Distibution
™ DD Print SR Invoite Porrait NDSBIJT0 FSJob Money =] [@ione) =] Distibution
Ok Cancel |
’_’_’_’_’_’_ﬁ Internet | Pratected Mode: OFF "'ﬁﬂ_'l 00 A

;‘."Startl J i T e JI & Reprint Invoices - Wi... * @(}’J

Step Action
14. Select the ND Print SQR Invoice Portrait option.

15. Click the O_K button.
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f_ Reprint Invoices - Windows Internet Explorer
% = [&] https: fwmn.connectnd. us/pspindFt/EMPLOYEEERP /o GENERATE_INVOLCES REPRINT_IVC.GBLZPORTALP, ]| S |5| |Z| |&¥ Live Search (2=
{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +
{8 Reprint Invoices fi - © | v Page -~ Safety - Tools + - >
ORACLE" You are on Database: NDFT
Home
Favarites Main Menu > B\Ihvng ¥ Generatevlnvoices ¥ Non—canvso\idated s Reprint Invoices
B rewwindow P Help [ Customize Page ‘
saved
Brint Options J
Run Control ID: REPRINT_INVOICES ReportWanager Process Monitor =
Lahguage: IEngIlsh j' & Specified ' Recipient's Process Instance 5722204
Selection Parameters i First K 4071 D Last
Seq Nbr: 1 =1
[ Include Attached Bills
[~ Include Open ltems Only
Range Selection
. From Business Unit: 12500 S
oAl = Invoice ID
 Bill Cycle  Cust ID To Business Unit: 12500
" Date Bill Added © Bill Type From Invoice: 112010.901.0
" Range ID  Bill Source To Irvoice: 112010.901.0
From Due Date: Bl ToDue Date: B
From Invoice Date: ] To Imwoice Date: E
Reiurn to Mon-Consolidated
B save | [=] notity | B sdd | | F UpdateiDisplay |
Reprint Invoices | Print Gptions
4] | i
javascript:submitAction_wind{document.wind, PRCSRQSTOLG_WRK_LOADPRCSMONITORFEY; [ [ [ [ [& mtemet | Protected Mode: OFf o v [ -
:'Startl J i B % e JI /& Reprint Invoices - Wi... @[(}))

Step Action

16. Click the Process Monitor link.
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fﬁ Reprint Invoices - Windows Internet Explorer

% = [&] hitps: fuwwn. connectnd. us{pspindfH{EMPLOYEEERP /o GENERATE_INVOLCES REPRINT_IvC.cBL7PORTALP || G || €2 || | [&Y Live Search (2]

i} Favorites ‘ {3 €| Sugoested Sites ~ @ | Web Slice Gallery =

1€ Reprint Invoices & v -~ [ @ ~ Page v Safety v Tools » ®' »

ORACLE" You are on Database: NDFT

Home hutiChannel

Favarites EMaln_Menu s> Bllng > Generate Inwoices > Mon-Consolidated = Reprint Invoices
: - - -

E Newwindow  ? Help [ customize Page B hitg 2]

hkEa

Server List
View Process Request For
User ID: LDSHANNONE Q. Type: | M EE =l a0 [pas ] | Refresh

Server: 'I Name: Q, Instance: to |
Run vl Distribution I vl W Save On Refresh

Status: Status:

Process List

Select Seq. Process Type Process Hame  User Bun Date/Time Details
- 5722294 FS.lob MOSBLI0 LDSHANMOME@E@MD . GOY 121 0/2010 2.58:064M CST Queued Details
= &7zzesn FS.lob MOSBEI0Z LOSHANMOME@EMD . GOY 121052010 8:.29:194M CST Success Fosted Details
T 5722248 FS.lob MNOSBLITD LDSHANMOM@MD.GOY 12/08/2010 310:25PM CST Success Fosted Details
= 5722248 SGR Report BINCETE LOSHANMOM@MND. GO 12/08/2010 200:44PM CET Success Fosted Details
[ 5722246 Crystal BIFDOO1 LDSHANMOM@MND. GO 12/08/2010 246 24PM CET Success Fosted Details
= 5722243 Application Engine BIFOO01 LOSHANMOM@MD GO 12/08/2010 2 26:47PM CET Success Fosted Details
- 5722240 Application Engine MNDE_INTFC_BI LDSHANMOM@MD.GOY 12/08/2010 2.04:40PM CET Success Fosted Details
= a721938 Crystal GLCTE01- LOSHANMMOMEMND . GOY 1200372010 319:06PM CST Success Posted Details
= 5721937 Crystal GLCTA01- LOSHAMMNOMNEMND GOV 1200372010 2:59:36PM CST Success FPosted Details
[ 5721806 SGR Repaort GLST012 LOSHAMMNOMNEMND GOY 1200372010 9°28:264M C5T Success FPosted Details
= 571816 Crystal GLCTA01- LOSHAMMNOMNEMND GOV 110282010 2:52:22PM CST Success FPosted Details
= &72EET Crystal GLCTE01- LDSHAMMOM@ND GO 11/23/2010 316:52PM CST Success Posted Details

4 | 3|
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% -
;‘."Startl J i T e JI & Reprint Invoices - Wi... * @(}’J

Step Action
17. Click the Refresh button.

18. The process is complete when the Run Status is Success and Distribution Status is
Posted.

19. Click the NDSBI1J10 link.
NDESBLID
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f_ Reprint Invoices - Windows Internet Explorer
% = [&] https: s, connectd. usipspndftEMPLOYEE JERP e/ GENERATE_INVOICES REPRINT_IvC.GALPORTALP || G |42 || 5 | [8 Live szarch (2=
{;‘ Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +
{8 Reprint Invoices i - © | v Page -~ Safety - Tools + - >
ORACLE" You are on Database: NDFT
Home i
Favarites Main Menu > B\Ihvng ¥ Generatevlnvoices ¥ Non—canvso\idated »  Reprint Invoices
@New\l\finduw ? Help E{'Custurmze Page , http
Process Detail
Process Name: MNDSBIIN0 Refresh
Main Job Instance: 5723264
Left | Right
% 6722284 - MDSBLMO0 Success
T 5720095 - Bl IWCEKT Succe
T 5722296 - BIVCPN Success
Return
javvaseript: submitAction_winD{document wind, #1CSetFieldPM_PRCSLISTTREE TREECTLEVENTSZY; | | | | | |  [&9 Intemet | Protected Mode: OFf o v [ -
Sostart| | G B 7] @ |[ /& Reprint Tnvoices - Wi... <m0

Step Action

20. Click the 5722296 - BIIVVCPN Success link.
|5T22295 - BIVCPM Succesg]
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fﬁ Reprint Invoices - Windows Internet Explorer

% = [&] hitps: fuwwn . connectnd. us{pspindfH{EMPLOYEEERP /o GENERATE_INVOLCES REPRINT_IvC.cBL7PORTALP || G || €2 || | [&Y Live Search |2~
3’} Favorites ‘ 15 €| Sugoested Sites ~ @ | Web Slice Gallery =

»
1€ Reprint Invoices & v -~ [ @ ~ Page - Safety » Tools » ®v

ORACLE" You are on Database: NDFT

Home

Favarites : Main Menu - > Billng » Generate Invoices > Mon-Consolidated = Reprint Invoices
: - - -
B Mewwindow P Help  [# customize Page Eontp

hkEa

Precess Detail

Process

Instance: a722296 Type: SQR Report
Name: BINGPRM Description: Print Porrait Invoices
Run Status: Success Distribution Status: Posted
(Ron |l UpdateProcess
Run Control ID: REPRINT_INVOICES " Hold Request
Location: Server © Queue Request
~
Server: PSMNT Cancel Request
¢ Delete Request
Recurrence: [ Restart Request
Request Created On: 12/10/2010 2:58:354M CST Farameters Transfer
Run Amdtime After: 1202010 2:58:064M ST Message Log
Began Process At: 121072010 8:59:0248M CS5T Batch Timings
Ended Process At:  {2010/2010 8:559:16AM CST Wiew LogiTrace
javascript: submitAction_winD{document.wind, PMN_DERIVED_INDEX_BTN'Y; [ [ [ [ meemet | Protected Mode: off 5 v [Emie -

A'Y'Starll J EN el JI & Reprint Invoices - Wi... < =00

Step Action

21. Click the View Log/Trace link.
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f_ Reprint Invoices - Windows Internet Explorer

w = |&] https: fwwmn.connectnd. us/pspindFt/EMPLOYEEERP /o GENERATE_INVOLCES REPRINT_IvC.GBL7PORTALP || G || €2 || X | [&¥ Live Search (2=

{;‘ Favorites ‘ EQ:'S €| Suggested Sites + @ | Web Slice Gallery +

{8 Reprint Invoices @ - - [ @ -~ Page - Safety - Tools @' ”

ORACLE" You are on Database: NDFT

Home t

Favarites gMain_Menu ¥ B\Ihvng ¥ Generatevlnvoices ¥ Non—canvso\idated »  Reprint Invoices
@New\l\finduw ?Help E{'Custum\zepage htlp =]

=
View LogiTrace

| e ]

Report ID: 4197164 Process Instance: 5722796 Message Log

Name: BINVGPM Process Type: SGER Report
Run Status: Success

Frint Portrait Invoices

Distribution Details

Distribution Node: T Expiration Date: IDQID sz

[ File List

Hame File Size es Datetime Created

BIVCPN 5722296 PDE 3,332 121062010 85916 B03000AM GST

BINVCPMN 5722296.0ut 1] 121072010 2:59:16.803000AM CET

SQR BIVCPMN 5722296100 1,699 121072010 2:59:16.8030004M CET
| [ Distribute To

Distribution ID Type *Distribution ID

User LOEHARNMNON@E@MD. GOY

| Return | <
hitps:/fwaw. connectnd us{psreports/ndft/+197 164/BIIVCPN_S722296.FPDF [ [ [ [ [&mtemet | Protected Mode: OFf o v [ -

A’YSEBrtl J i | e JI /& Reprint Invoices - Wi... “® @[(}))

Step Action

22. Click the BII'VCPN_5722296.PDF link.
[BlvCPN 5722296.FDF|

23. A copy of the Invoice ready to view or print.

24. This topic showed how to Reprint Invoices.
End of Procedure.
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ST Lesson 7.6 - Adjusting Bills
Adjusting Bills

To adjust bills and bill lines, PeopleSoft Billing provides the Adjust Bills function. Use this
function when you must make invoice changes. You can credit entire bills and re-bill with one
action, or select only certain lines to re-bill. If the bill originated from an external source, you
can make corrections in the source system and initialize the adjustment from there. The source
system sends the adjustment through the Billing Interface.

ST 7.6.1 - Credit Entire BiIll
Credit Entire Bill

Navigation: Billing > Maintain Bills > Adjust Entire Bill

A customer's bill can be adjusted due to incorrect billing information or non-payment. For a bill
to be adjusted, the bill must have a status of INV (Invoiced).

Procedure

This topic shows how to Credit an Entire Bill.

Z,‘"'Empluyee—facing registry content - Windows Internet Explorer

@A'Ié‘ https: /vy connectnd us ) psp/ndfEEMPLOYEEERP ) ?hab=DEFALILT j % @ 2| X Ii':.'leeSearch P~

57 Favarites | Shs @ | Suggested Sites ~ @& | Web Slice Gallery ~

- ~ »
@Empluyee-Fac\ng registry conkent | | f’.’} - E - [ = - Page ~ Safety - Tools - .@.-

[ Services Procurement ;I
> Soureing

> Enginearing

[ Manufacturing Definitions
[> Production Cantral

[ Configuration Modeler

[> Froduct Configurations

[> Quality

[> Demand Flanning

[ Inventary Policy Planning

[> Supply Planning

[ Grants

> Program Managerment

[> Project Costing

[> Froposal Management

[> Maintenance Management

[ Resource Management
[ Lease Administration
[> Travel and Expenses

[> Travel Administration

[> Billing

[> Accounts Receivable

[> Accounts Payahle

[> eSettlements

[ Asset Management

[ IT Asset Management
[> Banking

[ Cash Management

[> Deal Management o
[> Risk Management

[» Financial Gatewsany

[ WAT and Intrastat

[ Excise and Sales TaxVAT IMND
[ Commitment Contral

[> General Ledger

[ Allocations

[» Statutary Reports

[> SCM Integrations

[> Set Up FinancialsSupply Chain
[> Enterprise Components =l

https: . connectnd. us/pspfndft{EMPLOYEE JERF fsfWEBLIE_EORP_SC HOMERPAGE FieldFormula. IS¢ | Internst | Frotected Mods: OFF Ca v EAD0% - g

f‘StartI J L m -] JI {& Employee-facing regi... Uzﬂ @{]’D
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Step Action

1. Click the Billing link.

2. Click the Maintain Bills link.
3. Click the Adjust Entire Bill link.
idjust Entire Bill

C:'Adiust Entire Bill - Windows Internet Explorer

5\‘:} = |&] hetps: v connectnd usipspindFt/EMPLOYEE /ERR/E/ADIUST_BILLS.CREATE_AD]_BILL GEL?PORTALPAR (| & [[#4)| X | [£F Live search |2+

< Favorites | % @] Suggested Sites ~ @] Web Sice Gallery -

= »
(& adiust Ertire Bl &5 - - [ mm - Page - Safety - Tods - -

ORACLE" You are on Database: NDFT

| MultiChannel Console

Favovrites Ma\nvMenu > Eiillivng > Maintavin Bil: > Adjust Entire Bil

ENew window 2 Help B http

nEep

Adjust Entire Bill

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Maxirmum nurnber of rows to return up to 300y (200

Business Unit: l;l [tzeo0 @
Invoice: | begins with =]
Customer:  |begins with ]| Q
Comtract:  [begins with 7| |

" case Sensitive

. Search || Clear |Basic Search [B] Save Search Criteria

<| | i3
’_ ’_ ’_ ’_ ’_ ’_ @ Internet | Protected Mode: OFF ’vfg]_'l I00% ~
Sostart| | S, M P @ |[@ adjust entire Bill - Wi, U B & wy

Step Action

4, Enter the desired information into the Invoice field. Enter "052010.927.0".
5. Click the Search button.
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lC:Adiust Entire Bill - Windows Internet Explorer

57::} = [&] hitps: fuwen.connectnd. us{pspindfH{EMPLOYEE/ERP /o ADIUST_EILLS.CREATE_2D1 BILL.GBLrPORTALPAR (|| G || 2 || ¢ | [&Y Live Search (2]

{; Favorites ‘ {5 € | Sugoested Sites ~ @ | Wweb Slice Gallery -

1€ ndjust Entire: Bil & - - [ @ + Page = Safety v Tools = @v >

ORACLE" You are on Database: NDFT

Favatites - Main Menu > Billng > Maintain Bils > Adjust Entire Bil
- : - - -

E Mewwindow P Help [ customize Page B http

hkEa

Adjust Entire Bill
Unit: 12500 Bill To:  327.0 Invoice Amt: 1484 .46 USD
Invoice: 052010.827.0 Respiratory Care, Board of
Select Bill Adjustment Action Adjustment Results
' No Bill Action «Credit Bl [MEXT

 Credit Entire Bill

Rebill Bil:  [NEXT Header Infa 1
 Credit & Rebill

Return to Maintain Bills

(&) save | ,Q Returnto Search | || Ilatify | [ Refresh |
7]

4l | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% -
Lrstart| | 5, B T @ |[ @ adist entire il - wi... HE

Step Action
6. Click the Credit Entire Bill option.
| © credit Entire Bill
7. Click the Save button.
8. Once the record is saved, a new Header Info 1 link will appear. This is the credit
invoice.
9. Click the Header Info 1 link.
Header Info 1
10. The new invoice will be in RDY (Ready) Status.
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ﬂ: Standard Billing - Windows Internet Explorer

N A ) N j A I ol
ey ] https: ffowws. connectnd. usipspjndFt_ [EMPLOYEE[ERFJc/ENTER_BILLING_INFORMATION. BI_ENTRY GBL7F 7] &b || 49|| x| J&¥ tive Search | |

{;‘ Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

= »
(& standard Biling i - © | v Page -~ Safety - Tools + -

ORACLE" You are on Database: NDFT

| MuttiChannel
Favarites Main Menu > B\Ihvng ¥ Maintgn Eils : Standard Eiling
L_E’NewWinduw ? Help E./Custumize Fage htlp =l
Header - Info 1 Line - Info 1

iz

Unit: 12500  Inwoice:  AGOO00O00O7S Pretax Amt: -154.46 LSO
¥
Status: ROV | Q Invoice Date: | ] curr: usp £
Installiment Bill Schedule
s . M . HBILLING 3 IOHCB =
Type: 2 Source: Q Frequency: Recurring Bill Schedule

*Customer: (927.0 R agdress subcustt: |
Respiratory Gare, Board of SubCust2: I

Cycle ID: MONTHLY Q *Invoice Form: STANDARD QL prom Date: El To Date: E

Pay Terms: [MMED | QL Pay Method: [crk/a @ Remit To: 250 @ Bank Account: (10 Q.
SZf:uming ] Account: 124001 QR Distribution =
Sales: 'W a Bill Inquiry Phone: |TD1 -328-4213 &
Credit: CREDIT | @ Collect: COLLECT @ piller: Q Billing Authority: Q
Goto: Headerinfo 2 Address  CopyAddress Motes Express Entry

vI Series

....... Qill Crareh  |inn Snarch [Heanar - infn 1 =
1‘:| | »

javascript: DatePrompt_wini{'BI_HDR_INVOICE_DT','BI_HDR_INVOICE_DT$prompt','450',fale); ﬁ Internet | Protected Mode: OFF ¥o - | o100 - A

Srstart| | 2, B T @ | @ adjust Ertre Bill - Windo. . |[ @ standard Billing - Win... BEE s

Step Action
11. Select a date by clicking on the calendar icon, or type it in the Invoice Date field.

Click the Choose a date (Alt+5) button.

12. Click the Current Date link.
13. The billing can be applied back to an open accounting period.

The apply back date must be stated in the Accounting field.

The Invoice Date field will not apply back the transaction.
14. Click the Line - Info 1 tab.

' Line-Info1 )
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,_C: standard Billing - Windows Internet Explorer

ré Standard Billing

57::;; = [&] hitps: fuwee. connectnd. us{pspindft_1 JEMPLOYEE/ERP/c{ENTER _EILLING_INFORMATION BI_ENTRY GBL7P 2| G || s || | [&Y Live earch (2=

i} Favorites ‘ {3 € | Sugoested Sites ~ @ | Web Slice Gallery =

ORACLE" You are on Database: NDFT

Favatites - Main Menu > Biling > Maintain Bils > Standard Biling
- : - - -

Home

uom: 1 - Hom Date: | [E] | [E] =]
Unit Price: 15446000 Tax Code: Q I Tax Exempt
Gross Extended: -15446)  Eyempt Cert: ‘ Q
Less Discount: non
Plus Surcharge: oo
Het Extended: -164.46
VAT Amount: 0.00
Tax Amount: 0.oo
Het Plus Tax: -154 46
Goto: Line Info 2 Accounting  DiscountSurcharge  Motes Express Entry
i Series
Summary  Bill Search  Line Search Navigation: | Line - Info 1
Prev  hext
Eeturn to Maintain Bills e
B Save | L Returnto Search | ([E] Notity 7% Refresh Es &dd Update/Display. hd
4| | 3|
javascript:submitAction_win{document.winl, BI_PE_WRK_ACCT_EMTRY_PE); [ [ [ [ meemet | Protected Mode: off 5 v (R -

Srstart| | S, B T @ | @ adiust Entire Bil - windo. . |[ @ standard Billing - win.. BEE )

Step

Action

15.

Click the Accounting link.

Accounting

16.

Do not change the accounting chartfields as they must remain the same for the
debit/credit entries to balance.
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f_ Standard Billing - Windows Internet Explorer

GT::; w |&] Hetps:uwnn.connectnd.us/pspindft_t JEMPLOYEE/ERPYc/ENTER _BILLING_INFORMATION. BI_ENTRY.GBL7P || G ||+ || | [&Y Live Search | o]
5.7 Favorites | S @] Suggested Sites * @ | Web Slice Gallary +

»
/& standard Biling - - [ mmy v Page+ Safety + Tods - -

ORACLE" You are on Database: NDFT

Home MuliCharinel ¢ e Sign out
Favorites  Main Menu > Elllllvng > Malntgn Bils : Standard Biling

E Mewwindow P Help [ customize Page B hitg 2]

hkEa

Header- Info 1 Line - Info 1
Unit: 12500 Bill To: @270 Pretax Amt: -154 46 LSD %
Invoice:  A30000000075 Respiratory Care, Board of E E max rows: 5 & =
Fingt | view al First EJ 4 oF 1 B oot
Seq Line  ldentifier Description HNet Extended
1 LEGAL SERVICES -154 46
Bill Line Note ; s First Kl q or1 O (ot
[ Standard Note Flag Std Note: Q [=]
™ internal Only Flag Note Type: Q
Note Text
CIEDtD: Linelnfo2 Tax Accountng  DiscountSurcharge Motes — Ewpress Entr : Pane | M|
4 »
Done ’_ ’_ ’_ ’_ ’_ ’_ @ Internet | Protected Made: OFF Fa - | H100% - g

{'Startl J i m T = J & adjust Entire Bill - windo... I /& standard Billing - Win... UBW @(}’)

Step Action

17. Click the Notes link.

Step Action

18. Enter the desired information into the Note Text field. Enter "CREDIT -
INCORRECT BILLING".

19. Click the Line - Info 1 tab.

Line - Info 1 |
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> standard Billing - Windows Internet Explorer

% = [&] hitps: fuwse. connectnd. us{pspindft_1 JEMPLOYEE/ERP/c{ENTER_EILLING_INFORMATION BI_ENTRY GBL7P || G || €2 || | [&Y Live earch (2]

i} Favorites ‘ {5 € | Suggested Sites ~ @ | Web Slice Gallery =

(& standard Biling & v -~ [ @ ~ Page v Safety v Tools » ®' »

ORACLE" You are on Database: NDFT

Hoime st |
Favatites - Main Menu > Biling > Maintain Bils > Standard Biling
- : - - -

Less Discount: 0.0

Plus Surcharge: 000

HNet Extended: -154 46

WAT Amount: 0.00

Tax Amount: 0.oo

Net Plus Tax: -154.46
Goto: Linelnfo 2 Tax  Accounting  DiscountSurcharge Motes — Express Entry

. S
i Mavigation: |Line - Info 1 =
Summary  Bill Search  Line Search ) J Prev Mad
Return to Maintain Bills
B Sawe | |\ ReturntoSearch | |[Z] Notity | | Refresh | [Ee | [ Update/Display.|

Header - Info 1 | Line - Info 1

=
< | 2

Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | 0% -
Lrstart| | S, B T @ | @ adiust Entire Bil - windo. . |[ @ standard Billing - win.. R E )

Step Action
20. Click the_ Save button.
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f_ standard Billing - Windows Internet Explorer
% % |&] https: fwwn.connectnd.us/pspindFt_1 JEMPLOYEE/ERP/c/ENTER_BILLING _INFORMATION.BI_ENTRY GBL7P ]| G || €2 || X | [&Y Live Search (2=
{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

& standard Biling - - [ peh o~ Page - Safety ~ Tools - (@r

ORACLE" You are on Database: NDFT

Home MuliChanne! = | tddtoF

=

ain Menu > B\Ihvng ¥ Maintgn Eils : Standard Eiling
Unit: 12800 Bill To: 9270 Pretax Amt: -164.46 USD

E E max Rows: 5 @ &

Invoice:  AGO00000007S Respiratory Care, Board of

Bill Line il First Kl 4.0f1 D3 ast
Seq Line Table Identifier Description Net Extended =

[ @ |LEceLsERvIcES Q| 154 45
oty [ oo Line Type:  [REV | QL ¥ Accumulate
UOM: ’_ Q From Date: ’7 [5 Through Date: ’7 5
Unit Price: 154.4600 Tax Code: Q [” Tax Exempt
Gross Extended: -154 460 Eyempt Cert: \ Q

Less Discount: 0.0 |
Plus Surcharge: 000
HNet Extended: -154 46
VAT Amount: 000
Tax Amount: n.oo
< |
https: ffwe connectnd. us/pspfndft_L/EMPLOYEE/ERP/s/WEBLIE_PTIFRAME.ISCRIPTY FieldFormua. k| [ [ [ [ [ [ intemet | Protected Mode: OFf o v [ -

Lrstart| |, B T @ | @ adiust Entive Bl - Wincks. . |[/@ standard Billing - Win... BEE i

Step Action

21. The Credit Entire Invoice function opened a new window when it created the credit
invoice.

Click the Close button.
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f= Adjust Entire Bill - Windows Internet Explorer

{} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery =

@ Adjust Entire Bil

ORACLE" You are on Database: NDFT

Favatites - Main Menu > Billng > Maintain Bils > Adjust Entire Bil
- : - - -

57::} = [&] hitps: fuwrn . connectnd. us{pspindfH{EMPLOYEE/ERP /o ADIUST_EILLS.CREATE_2D1 BILL.GBLrPORTALPAR (]| G || 2 || ¢ | [&Y Live Search

Home

E Mewwindow P Help [ customize Page B http

hkEa

Unit: 12500 Bill To:  327.0 Invoice Amt:
Invoice: 052010.827.0 Respiratory Care, Board of
Select Bill Adjustment Action Adjustment Results
 No Bill Action *Credit Bl [AG0000000075
~ " o
Credit Entire Bill Rebill Bill: |NE)(T

 Credit & Rebill

Return to Maintain Bills

(&) save | ,Q Returnto Search | || Ilatify | [ Refresh |
7]

4

1484 .46 USD

Header Info 1

Header Info 1

| |

https:f fwww connectnd usfpspindft/EMPLOYEE JERP ) ?tab=DEFALLT

Srstant| | 2, om0 T & J|@Adiust Entire Bill - Wi...

1 Internet | Protected Mode: OFF vh v | H00% -
A

BEE =

Step Action

22. Click the Home link.

23. This topic showed how to Credit an Entire Bill.

End of Procedure.
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ST 7.6.2 - Credit Entire Bill and ReBiIll
Credit Entire Bill and ReBiIll

Navigation: Billing > Maintain Bills > Adjust Entire Bill

The Adjust Entire Bill function enables you to adjust the entire bill either by crediting the entire
bill or by crediting the original bill and re billing. The credit and rebill actions are performed in
one step. After the new bill is created, you can make any modifications as necessary. The credit
bill is created with a status of RDY (Ready) and the re-bill is created with a status of NEW
(New).

Procedure

This topic shows how to Credit an Entire Bill and ReBill.

f?En1plnyee-[ating registry content - Windows Internet Explorer

@:; - Ié‘ https:/ fvviv, connectnd, us/psp/ndft EMPLOYEE [ERP R 7tab=0EFALLT j g @ 2| % Il"’ Live Search £ |-
i Favorites | 35 @] Suggested Sites ~ @] Weh Slice Galery -

- ~ »
& Employee-facing registry content | | I - B - ) = o- Page - Safety - Toos - g

[ lterns :I

[» CostAccounting

[> Wendars

[= Purchasing

I Inventary

[> eProcurement

[» Services Procurement
[» Sourcing

[> Engineering

[» Manufacturing Definiions
[» Production Contral

[> Canfiguration Modeler

I» Product Configurations

[> Guality

[> Demand Planning

[ Inventary Policy Planning
[> Supply Planning

[» Grants

[» Program Managerment

[ Project Costing

I» Proposal Managerment

[> Maintenance Managerment
[» Resource Management
[» Lease Adrministration

[> Travel and Expenses

[ Trawvel Administration

[ Billing -
[> Accounts Receivahle

[+ Accounts Payable

[» eSeftlements

[ Azset Management

[+ IT Asset Managerment

[> Banking

[» Cash Management

[» Deal Managerment

[> Rigk Management

[ Financial Gateway

[ WAT and Intrastat

[> Excise and Sales TaxVAT IND
[» Commitrnent Contral

[

https: ffwe connectnd, us/pspindft/EMPLOYEE/ERPs/WEBLIE_EOPP_SC.HOMERAGE.FieldFarmula.1se | | | [ [ | [ ntemnet | Protected Mode: OFf RS

Crstart| | 3, M T @ |[/& employee-facing regi... W E s
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Step Action

1. Click the Billing link.

2. Click the Maintain Bills link.
3. Click the Adjust Entire Bill link.
hdjust Entire Bill

just Entire Bill - Windows Internet Explorer

5:: = [&] https:/ v, connectnd. usfpspindFt/EMPLOYEE/ERP/c/A0IUST_BILLS CREATE_AD] BILL GBLZPORTALPAR (]| S |§||E| [&% Live search | 2=

5 Favorites ‘ 95 @ Suggested Sites ~ @ | Web Slice Gallery ~

= »
(@ adjust Entire Bil & - - [ gmy - Page - Safety - Toos - @

ORACLE" You are on Database: NDFT

Favorites | Main Menu > B\Ihvng > Maintgn Bil= > Adiust Entire Bil

B e window P Help B hp

hEEn

Adjust Entire Bill

Enter any information vou have and click Search. Leava fields blank for a list of all values.

Find an Existi

Maximurn number of rowes ta return (up to 3003|300

Business Unit: IE [fzs00 @
Invoice: | begins with =] [o]

Customer: |begin5 with j| a
Contract: |begins with j|

™ case Sensitive

. Search | Cleat  |Basic Search [§ Save Search Criteria

4 | |
Done [ [ [ | &k mtemet | Protected Made: OFF V3 v | ®mie -
Costart| | 5, M T @ |[& adjust Entire Bill - Wi.. HE i)

Step Action

4, Enter the desired information into the Invoice field. Enter "052010.937.0".
5. Click the Search button.
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(_‘ djust Entire Bill - Windows Internet Explorer
% = |&] https: fwwn. connectnd. us/pspindFt/EMPLOYEE/ERP/c/a0IUST_BILLS.CREATE_#D1 BILL.GBL?PORTALPAR (]| G || 2 || X | [&¥ Live Search (2=

{; Favorites ‘ i}:‘& €| Suggested Sites + @ | Web Slice Gallery +

(@ adjust Entire Bl - © [ f= v Page v Safety  Tools v g+

ORACLE" You are on Database: NDFT

| MuttiChannel
Favarites gMain_Menu ¥ B\Ihvng ¥ Maintgn Bils : aAdiust Entire Bil

@New\l\finduw ?Help E,/Custumwzepage htlp

hEEn

Adjust Entire Bill
Unit: 12500 Bill To: 9370 Invoice Amt: 91.27 USD
Invoice: 052010937.0 Real Estate Appraisers, Board of
Select Bill Adjustment Action Adjustment Results
' No Bill Action *Credit Bil:  [NEXT

 Credit Entire Bill

Rehill Bill: |NE><T Header Info 1
© Credit & Rebill

Return to Maintain Bills

ﬁ Save g Returnto Search El Moty f:; Refresh

4] | i
Done [ [ [ [€meemet | Protected Mode: oFf o v [ -
Srstart| | G T & | | @ adijust Entire Bill - Wi... HE )

Step Action
6. Click the Credit & Rebill option.
& Credit & Rebill
7. Click the Save button.
8. Once the record is saved, 2 new Header Info 1 links will appear. The Credit Bill and
Rebill Bill are the new invoices.
9. Click the Header Info 1 link.
Header Info 1
10. The new invoice will be in RDY (Ready) Status.
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{f Standard Billing - Windows Internet Explorer

p— - a3 | [Bo -
€o/\ey = [ hetms: i connectnd. usfpspindt_2/EMPLOYEE/ERP/</ENTER_BILLING_INFORMATION B ENTRY GeLre ]| G || 49 [ | [RY Live Search F

i} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

(& standard Biling & - - [ @ ~ Page - Safety » Tools » ®' »

ORACLE" You are on Database: NDFT

| MutiChannel Console Addto Favortes | Sign out
Favarites EMaln_Menu s Bllng > Maintan Bils > Standard Biling
H - -

& e indow 7 Help [ custornize Page 1B hitp

Header - Infa 1 Line - Info 1
L=
Unit: 12500  Inwoice:  AGOOOO0OO0OTE Pretax Amt: -91.27 UsD
¥
Status: RDY Invoice Date: £ curr: usp £
s BBILLNG | I—_I Installment Bill Schedule
“Type: MSC|Q, Source: HBILLING & “Frequency: | On°e =z Recurring Bill Schedule

*Customer: [937.0 Q. address subcustt: |
Real Estate Appraisers, Board of sucustz: |

Cycle ID: MOMNTHLY Q *Imroice Form: STANDARD QU From Date: el To Date: el

Pay Terms: ’m Q Pay Method: W QF:E' Remit To: ’W Q Bank Account: ’007 Q
sgr::u“ﬁng B Account: 1240Mm a AR Distribution

Sales: TEAM Q Bill Inquiry Phone: [r01-328-4213 Q

Credit;  |CREDIT @ Collect: COLLECT (@ pginer: Q Billing Authority: Q
Goto: Headerinfo 2 Address  CopyAddress  Motes Express Entry

Summary Bill Search  Line Search Navigation: | HEader- Infa | [~ M

Return to Maintain Bills
B save | L ReturntoSearch | |[Z] Motify % Refresh SN Update/Display.

Headet - Infa 1 | Line - Infa 1

4l | i

javascript:DatePrompt_win2('BI_HDR_IMYOICE_DT','BI_HDR_INYOICE DTHprompt’, ‘450, False); ﬁ Internet | Pratected Mode: OFF v"ﬂ - | 00 A

rstart| | 2, W0 ) @ | @ adivst Ertire Bill - windo... |[ @ standard Billing - win... BEE s

Step Action

11. Select a date by clicking on the calendar icon, or type it in the Invoice Date field.

Click the Choose a date (Alt+5) button.

12. Click the Current Date link.
13. The billing can be applied back to an open accounting period.

The apply back date must be stated in the Accounting field.

The Invoice Date field will not apply back the transaction.
14. Click the Line - Info 1 tab.

' Line-Info1 )
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f_ standard Billing - Windows Internet Explorer

m % |&] https: fwwmn.connectnd.us/pspindFt_2/EMPLOYEE/ERP/c/ENTER_BILLING _INFORMATION.BI_ENTRY GBL7P ]| G || €2 || X | [&Y Live Search |2+

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

@ standard Biling - - [ pe o~ Page~ Safety ~ Tools+ (@r

ORACLE" You are on Database: NDFT

Haime: 4 | MutiChanne! - | AddtoF

ain Menu > B\Ihvng ¥ Maintgn Eils : Standard Eiling

Header - Infa 1 'mﬁﬂ.

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

Unit: 12500 Bill To: 3370 Pretax Amt: -91.37 LUSD E
Invoice:  AGOOOO0OOOTE Real Estate Appraisers, Board EL B bax Rows: 5 & =
of

Bill Line i First Kl 4 0F1 I L ast

Seq Line Table Identifier Description Net Extended =
[ @ [EcaLsERvICES Q| 9197
oty [ oo Line Type:  [REV | QL ¥ Accumulate
UOM: [ & Frompate: | |8 ThroughDate: [
Unit Price: [ 913700 qaycoder | X [” Tax Exempt
Gross Extended: -91.27 Exempt Cert: \ Q

Less Discount: 0.00
Plus Surﬁharge: 0.00
Net Extended: a2y
VAT Amount: 0.00
Tax Amount: 0.on .
Net Plus Tax: -91.27
Gofo: Lineinfo2 Tax  Accounting  DiscountSurcharge [Motes — Exoress Entry
Surmary  Bill Search  Line Search Navigation: [Line - Info 1 =l Next
4 S ! _.lll
javaseript:submitAction_win2{document.win2, BI_PB_WRK_ACCT_ENTRY_PE'; [T [ [ kermet [ Protected tode: off Fa~[Riow -

Lrstart| | S BE ) @ | @ Adiust Ertire Bl - windo. .. |[ € Standard Billing - Win... BEE i

Step Action
15. Click the Accounting link.

Accounting

16. Do not change the accounting chartfields as they must remain the same for the
debit/credit entries to balance.
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(2[]

,{:T standard Billing - Windows Internet Explorer

@ = [&] https: s, connectrd. usjpsp/ndft_2/EMPLOYEEJERP/c/ENTER_BILLING_INFORMATION.B1_ENTRY GeLP [ || B || 42 || 2 | [& Live search

Page » Safety » Tools ®v >

q_’:; Favorites ‘ Té, €| Sugoested Sites ~ @ | Web Slice Gallery =
(& standard Biling & - - [ @ o
ORACLE" Youare on Database: NDFT
Home
Favarites : Main Menu - > Billing » Maintain Bils > Standard Biling
& e iindow P Help & custorize Page B kg Al
 Header-Infa1 || Line- Info 1
B3 &
Unit: 12500 Bill To: 2370 Pretax Amt: -91.27 USD
Imvoice: AGO00000007E Real Estate Appraisers, Board [ Max Rows: 5 3 =
of
Bill Line
Seq Line Identifier Description Met Extended
1 LEGAL SERVICES -91.27
Bl Creates GL Acct Entries
Bill Line Distribution - Revenue First Kl 4 of1 I
il Bt U  Reference Informstion |
Code Account Oper Unit Fund Dept Program  Class Project Percentage Amount
[=] [LEGaL Q [453017 Q|[125 Q322 | 1500 Q| Q[ Q| a [ 10000
Percent: 100.00 Amount: -31.27 Gross Extended: -31.27
Gota: Linelnfo 2 Tax Accounting  DiscountSurcharge Motes Express Entry
Surnmary  Bill Search  Line Search Havigation: |Accty - Rev Distribution
Return to Waintain Bills
| save | |{£L Returnto Search | |[=] hetity | |74 Refresh | |
Header - Info 1 | Line - Info 1 | Accty - Rew Distribution -
«| | i
’_’_’_’_’_’_ﬁ Internet | Protected Mode: OFF ¥a - | 00 =
@ L)

javascript:submitAckion_winz{document.winz, 'BI_PE_WRK_BI_LINE_MOTES_PET;
Lrstart| | 2, M0 T @ | @ adivst Ertire Bill - Windo... |[ @ standard Billing - Win...

Step Action
17. Click the Notes link.
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t‘f:'_ standard Billing - Windows Internet Explorer
% % |&] https: fwwmn.connectnd.us/pspindFt_2/EMPLOYEE/ERP/c/ENTER _BILLING _INFORMATION.BI_ENTRY GBL7P ]| G || €2 || X | &Y Live Search |EE|

q} Favorites ‘ ié, €| Suggested Sites + @ | Web Slice Gallery +
(& standard Biling

ORACLE" You are on Database: NDFT

Haime: 4 | MutiChanne! - | AddtoF

@New\l\finduw ?Help E{'Custum\ze Page ,htlp =]

" Header-Info1 | Line-Info1

L2

Unit: 12500 Bill To: 4370 Pretax Amit: -91.27 UsD

Real Estate Appraisers, Board =& Max Rows: 5 F =

Invoice:  AGO00000DOTE

of
Bill Line ) First K14 of1 I aat
Seq Line  ldentifier Description Met Extended
1 LEGAL SERVICES -91.27
Bill Line Note ind ral Frst Kl q o1 3 (oot
[ Standard Note Flag Std Mote: Q =
[ Internal Only Flag Note Type: Q
Hote Text
|
Goto Linelnfo 2 Tax  Accounting  DiscoundSurcharge Rotes Express Eritry
I - Series
i i Navigation: |Line - Note
Summary  Bill Search  Line Search [t} _I Prew et

Return 1o Maintain Bills

|B save | [ Returnto Search | [] Motity | [ Refresh | [Be-add| [ UpdeteDisplay.|

Header - Info 1 | Line - Info 1 | Line - Maote -
4] | Q|
Done [ [ [ [&meemet | Protected Mode: oFf o v [ -

Zostart| |, B0 T @ | @ adiust Entive Bl - Windk. . |[/@ standard Billing - Win... BEE i

Step Action
18. Enter the desired information into the Note Text field. Enter "CREDIT -
INCORRECT AMOUNT.".

19. Click the Line - Info 1 tab.

Line-Info 1 |
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(T standard Billing - Windows Internet Explorer

% = [&] hitps: fuwes. connectnd. us{pspindft_2/EMPLOYEE/ERP/c{ENTER _EILLING _INFORMATION.BI_ENTRY GBL7P || G || s || | [&Y Live Search (2=
i} Favorites ‘ {3 €| Sugoested Sites ~ @ | Web Slice Gallery =

»
(& standard Biling - © [ v Page - Safety v Toos < -

ORACLE" You are on Database: NDFT

Home MutiChannel
Favarites : Main Menu - > Billing » Maintain Bils > Standard Biling
H - -

Seq Line Table Identifier Description Net Extended [#1[=] ;I

I @ [LEGAL SERVICES Q| 8127
oty -1.0000 Line Type: REV QL ¥ Accumulate

ok [ & FrombDate: | | ThroughDate: | |
Unit Price: [ 91200 yaycode: a [ Tax Exempt

Gross Extended: 8127 Ewempt Cert:| Q

Less Discount: 0.00

Plus Surcharge: oo

Het Extended: -91.27

VAT Amount: 0.00

Tax Amount: 0.oo

Net Plus Tax: -91.27

Goto: Linelnfo2 Tax  Accounting  DiscountSurcharge Motes — Express Entre

Summary  Bill Search  Line Search Havigation: | Line - Irfo 1

Return to Maintain Bills

B Save | L Returnto Search | ([E] Notity 7% Refresh Es &dd Update/Display.

Header - Info 1 | Ling - Info 1

"l

< |
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | F00% =
Lrstart| | 5, B T & | @ adisst Entire Bl - windo. . |[ @ standard Billing - win.. L@ )

Step Action
20. Click the Save button.
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f_ standard Billing - Windows Internet Explorer

m % |&] https: fwwmn.connectnd.us/pspindFt_2/EMPLOYEE/ERP/c/ENTER_BILLING _INFORMATION.BI_ENTRY GBL7P ]| G || €2 || X | [&Y Live Search |2 |-
{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

@ standard Biling - - [ pe o~ Page~ Safety ~ Tools+ (@r

ORACLE" You are on Database: NDFT

Home

Favarites gMain_Menu ¥ B\Ihvng ¥ Maintgn Eils : Standard Eiling

Header - Infa 1 'mﬁﬂ.

Unit: 12500 Bill To: 3370 Pretax Amt: -91.37 LUSD
Real Estate Appraisers, Board = 2 Max Rows: 5 3 [=

@New\l\finduw ?Help E{'Custurmze Page ,htlp =]

Invoice:  AGO000000OTE

of

Bill Line First K 4 of 1 O Lot
Seq Line Table Identifier Description Net Extended [=]
1 Q. |LEGAL SERVICES Q| 91 97
oty -1.0000 Line Type: REY QU ¥ accumulate
UOM: Q From Date: 5 Through Date: E
Unit Price: 91.2700 Tax Code: a I Tax Exempt
Gross Extended: -91.27 Exempt Cert: \ Q
Less Discount: 000
Plus Surcharge: 000
HNet Extended: -91.27
WAT Amount: 0.00
Tax Amount: 0.oo P
Het Plus Tax: -91.27
Goto: Lineinfo2 Tax  Accountng  DiscountSurcharoe PMotes — Exoress Entry
. Series
i Mavigation: |Line - Info 1 =
Sumrary  Bill Search  Line Search b} | E Prev Mat -
4 | »
'_,_,_’_ ’_ ’_ |§ Internet | Protected Mode: OFF ¥o - | 00 - A

Lrstart| | S BE ) @ | @ Adiust Ertire Bl - windo. .. |[ € Standard Billing - Win... BEE i

Step Action

21. The Credit Entire Invoice function opened a new window when it created the credit
invoice.
Click the Close button.

22. The additional Header Info 1 link is the new hill.
Note: The previous invoice was the credit amount.
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t Entire Bill - Windows Internet Explorer

{} Favorites ‘ {5 €| Suggested Sites ~ @ | Web Slice Gallery =

g Adjust Entire Bil

ORACLE" You are on Database: NDFT

Favatites - Main Menu > Billng > Maintain Bils > Adjust Entire Bil
- : - - -

GT::;; = [&] hitps: fuwrn . connectnd. us{pspindfH{EMPLOYEE/ERP /o ADIUST_EILLS.CREATE_2D1 BILL.GBLrPORTALPAR (]| G || 2 || ¢ | [&Y Live Search (2]

- - [ geh v Page~ Safety v Toos+ G@e

Home

E Mewwindow P Help [ customize Page B http

hkEa

Unit: 12500 Bill To:  337.0 Invoice Amt:
Invoice: 052010.937.0 Feal Estate Appraisers, Board of
Select Bill Adjustment Action Adjustment Results
 No Bill Action *Credit Bl [AG0000000076

 Credit Entire Bill

Rebill Bl [AG0000000077
 Credit & Rebill

Return to Maintain Bills

(&) save | ,Q Returnto Search | || Ilatify | [ Refresh |
7]

4

91.27 UsD

Header Info 1

Header Info 1

| |

javascript:submitAction_winO{document.wind, BI_PE_WRK_EI_HDR_PEBZ2";

Srstant| | 2, om0 T & J|§Adiust Entire Bill - Wi...

’_’E’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF "'ﬁﬂ_'l 00 A
BB =)

Step Action

23. Click the Header Info 1 link.
Header Infa 1
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ﬂ: standard Billing - Windows Internet Explorer

— — —
Kyeds |&] https: | jwwn. connectnd.usipspindft_3{EMPLOYEEJERP/c/ENTER_BILLING_INFORMATION.BI_ENTR GBL7P || || %2 || 3| |&¥ Live Search |2+

¢ Favorites | 9% € | Suggested Sites = & Web Slice Gallary +

@ standard Biling - - [ pm o~ Page -~ Safety ~ Tools+ (@e

ORACLE" You are on Database: NDFT

Home ! ist | MuttiChannel Console | AddtoFavorites | Sign out
Favorites | Main Menu > Eillng : Maintan Bils @ Standard Biling
: - E

0 Mew window 7 Help E{'CuslumizePage htlp =

=)
Header - Info 1 Line - Info 1

Unit: 12500  Inwoice:  AGOO00O00O7T Pretax Amt: 91.27 USD
¥
Status: MNEW QY Invoice Date: ] curr: usp Lt
Installiment Bill Schedule
“Type: MsC | source:  FBILLNG |@ “Frequency: | ONCe [ —

Recurring Bill Schedule

*Customer: [937.0 QA pddress subcustt: |
Real Estate Appraisers, Board of SubCust2: I
Cycle ID: MONTHLY Q *Invoice Form: STANDARD QL prom Date: El To Date: E

Pay Terms: [MMED | QL Pay Method: [crk/a @ Remit To: 250 @ Bank Account: (10 Q.
SZf:uming ] Account: 124001 QR Distribution =
Sales: 'W a Bill Inquiry Phone: |TD1 -328-4213 &
Credit: CREDIT | @ Collect: COLLECT @ piller: Q Billing Authority: Q
Goto: Headerinfo 2 Address  CopyAddress Motes Express Entry

vI Series

....... Qill Crareh  |inn Snarch [Heanar - infn 1 =
1‘:| | »

javascript: pAction_win3{document.wind, 'BI_HDR_BILL_STATUSEprompt'y; ﬁ Internet | Protected Mode: OFF ¥o - | o100 - A

Srstart| | 2, B T @ | @ adjust Ertre Bill - Windo. . |[ @ standard Billing - Win... BEE s

Step Action
24, Status can be left as NEW or changed to RDY (Ready to Invoice).

Note: If left as New, the Bill Status Change (ST 7.5.1) will need to be ran after the
bill(s) are saved and before Generating Invoices/Single Action Invoice (ST 7.5.3).

Click the Look up Status (Alt+5) button.

=
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ﬂT standard Billing - Windows Internet Explorer [_ =]

> ~ E——
€l |&] https: v connectnd.usfpsp/ndft_3{EMPLOYEEERP /e /ENTER _BILLING_INFORMATION.BI_ENTR GBL7P || & ||#4|| 2| |&¥ Live Search |2~
{? Favarites | {5 € | suggested Sites ~ @ | Web Slice Gallery ~

(& standard Biling & - - [ @ ~ Page - Safety » Tools » @' »

ORACLE" You are on Database: NDFT

Home U es |

Favatites - Main Menu > Biling > Maintain Bils > Standard Biling
- : - - -
Look Up

Select one of the following values:

[CAN][Canceled |
[FNL |[FinalizedBill |
| [HLD |[Hald Bill

[N [rwoiced i |
| MEW[MewBI
| [FND [Fending Approval
[RDY [Readyto lnwoice |
[TMF |[TemporarcBill |
[TME [Temporary Ready Bill

Cancel |

javascript: prCommonObi, updatePrompt{document  win3, #ICRoWE"); ’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF \fn - | 00 A

Zrstart| | 5 M P @ | @ adjust Entire Bil - Windo. . |[@ standard Billing - Win.. L@ )

Step Action

25. Click the Ready to Invoice link.
[RDY [Ready ta Invaice
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ﬂ: Standard Billing - Windows Internet Explorer

# \ N ba |5 | [®or - -
Kyeds |&] https: | jwwn. connectnd.usipspindft_3{EMPLOYEEJERP/c/ENTER_BILLING_INFORMATION.BI_ENTR GBL7P || || %2 || 3| |&¥ Live Search |2+

¢ Favorites | 9% € | Suggested Sites = & Web Slice Gallary +

@ standard Biling - - [ pm o~ Page -~ Safety ~ Tools+ (@e

ORACLE" You are on Database: NDFT

Home ! ist | MuttiChannel Console | AddtoFavorites | Sign out
Favorites | Main Menu > Eillng : Maintan Bils @ Standard Biling
: - E

L_E’NewWinduw ? Help E./Custumize Fage htlp =l
Header - Info 1 Line - Info 1

Unit: 12500  Inwoice:  AGOO00O00O7T Pretax Amt: 91.27 USD
¥
Status: ROV | Q Invoice Date: | G curr: usp £
Installiment Bill Schedule
“Type: MsC | source:  FBILLNG |@ “Frequency: | ONCe [ —

Recurring Bill Schedule

*Customer: [937.0 QA pddress subcustt: |
Real Estate Appraisers, Board of SubCust2: I
Cycle ID: MONTHLY Q *Invoice Form: STANDARD QL prom Date: El To Date: E

Pay Terms: [MMED | QL Pay Method: [crk/a @ Remit To: 250 @ Bank Account: (10 Q.
SZf:uming ] Account: 124001 QR Distribution =
Sales: 'W a Bill Inquiry Phone: |TD1 -328-4213 &
Credit: CREDIT | @ Collect: COLLECT @ piller: Q Billing Authority: Q
Goto: Headerinfo 2 Address  CopyAddress Motes Express Entry

vI Series

....... Qill Crareh  |inn Snarch [Heanar - infn 1 =
1‘:| | »

javascript: DatePrompt_win3({'BI_HDR_INVOICE_DT','BI_HDR_INVOICE_DT$prompt','450', false); ﬁ Internet | Protected Mode: OFF ¥o - | o100 - A

Srstart| | 2, B T @ | @ adjust Ertre Bill - Windo. . |[ @ standard Billing - Win... BEE s

Step Action

26. Select a date by clicking on the calendar icon, or type it in the Invoice Date field.

Click the Choose a date (Alt+5) button.

217. Click the Current Date link.
28. The Accounting field is where you would apply the invoice back to a prior open

accounting period, if necessary.
29. Click the Line - Info 1 tab.

' Line-Info1 |
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,_C: standard Billing - Windows Internet Explorer
57::;; = [&] hitps: fuwwe. connectnd. us{pspindft_3/EMPLOYEE/ERP/c{ENTER _EILLING_INFORMATION BI_ENTRY GBLP || G || €2 || | [&Y Live Search (2]
7 Favorites | 9% @] suggested Sites = @ Web Slice Gallery ~

(& standard Biling & - - [ @ ~ Page - Safety » Tools » ®' »

ORACLE" You are on Database: NDFT

Favatites - Main Menu > Biling > Maintain Bils > Standard Biling
- : - - -

2 Mewwindow 7 Help 3 customize Page B nttg =]

htEp

Header - Info 1 'mﬁﬂ.

Unit: 12500 Bill To: 937.0 Pretax Amt: 91.27 USD L
Invoice:  AGO000000077 Real Estate Appraisers, Board EE wmax rows: 5 B =
of
Bill Line Find | View &Il First KN 4 of 4 B3 ast
Seq Line Table Identifier Description Net Extended =1
1 Q, |LEGAL SERVICES Q| 9197
oty 1.0000 Line Type: REY & [ accumulate
UOM: Q From Date: [ Through Date: [ s
Unit Price: E1.2700)  Tax Code: Q I™ Tax Exempt
Gross Extended: 1| Exempt Cert: ‘ Q
Less Discount: 000
Plus Surcharge: 000

Net Extended: G1.27 2
4| | »

Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | 0% =
Lostart| | ., M T @ | @ adiust Entire Bil - windo. . |[ @ standard Billing - win.. BEE s

Step Action

30. Since this is a Rebill, you will want to change the amount of the billing. Delete the
prior amount and enter a new billed amount.

Enter the desired information into the Gross Extended field. Enter "100.00".
31. By Refreshing the page, the new amount will populate all necessary fields.

Click the Refresh button.

32. Amounts are changed to reflect the Rebilled invoice.
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ﬂ: standard Billing - Windows Internet Explorer
% % |&] https: fuwmn.connectnd. us/pspindFt_3/EMPLOYEE/ERP/c/ENTER_BILLING _INFORMATION.BI_ENTRY GBL7P ]| G || €2 || X | [&¥ Live Search |2+

¢ Favorites | 9% @ | Suggested Sites = & Web Slice Gallary +

(& standard Biling

ORACLE" You are on Database: NDFT

Home: i | MuttiChannel C

Favarites gMain_Menu ¥ B\Ihvng ¥ Maintgn Eils : Standard Eiling

Oty: 1.0000 Line Type: |REY QL ¥ Accumulate
2 FromDate: | [  Throughbate: |  [E

UOM:
Unit Price: 100.0000)  Tax Code: Q I" Tax Exempt
Gross Extended: 100000 Exempt Cert: ‘ Q
Less Discount: 0.0
Plus Surcharge: o
Het Extended: 100,00
WAT Amount: 0.00
Tax Amount: 0.oo
Net Plus Tax: 100.00
Goto: Linelnfo 2 Tax  Accounting  DiscountSurcharge Motes — Express Entry b
. Series
i Mavigation: |Line - Info 1 -
Summary  Bill Search  Line Search L Prev Madt

Baburn e WMairdain Aille >
<|n | »

javascript: submitAction_win3{document.win3,'BI_PE_WRK_ACCT_EMTRY_PE"; |§ Internet | Protected Mode: OFF ¥o - | 00 - A

Lrstart| | S BE ) @ | @ Adiust Ertire Bl - windo. . |[ @ Standard Billing - Win... BEE i

Step Action
33. Click the object.

Accounting

34. Accounting chartfields can be changed on the Rebilled invoice.

35. Click the object.

Motes
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p_‘f:T standard Billing - Windows Internet Explorer

SR https: fwwaw . connectnd. us/pspndft_3/EMPLOYEE/ERP Jc/ENTER_BILLING_INFORMATION.BI_ENTRY. GELTF ¥ 43| [ | [&¥ Live 5earch 2|~
A/ e e

7 Favorites | 9% @] suggested Sites = @ | Web Slice Gallery ~
»
1€ standard Biling - « [ g v Page -+ Safety v Toos < -

ORACLE" You are on Database: NDFT

Home

Favarites : Main Menu - > Billing » Maintain Bils > Standard Biling
: - -
] Mewwiindow P Help & Custornize Page B ntp [

[ Header-Infa1 || Line-Info1 | EGESEE

Unit: 12800 Bill To: 4370 Pretax Amt: 100.00 UsD

Real Estate Appraisers, Board E [E max rows: 5 E =

Invoice:  AGOOOOOOOO77

af
Bill Line fiews A1 First EI 4 of 1 D [ast
Seq Line Identifier Description Met Extended
1 LEGAL SERVICES 100.00
Bill Line Note ing vl Frst K14 or1 O Lot
[ Standard Note Flag Std Note: Q =
[ Internal Only Flag Note Type: Q m
Hote Text

Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | F00% -
Sostart| | S B P @ | @ adjust Entire Bil - Windo. . |[@ standard Billing - Win... L@ )

Step Action

36. Enter the desired information into the Note Text field. Enter "REBILL TO
REFLECT ADJUSTED AMOUNT".
37. Click the Line - Info 1 tab.

Line-Info 1 |
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® standard Billing - Windows Internet Explorer

% % |&] https: fuwmn.connectnd. us/pspindFt_3/EMPLOYEE/ERP/c/ENTER _BILLING _INFORMATION.BI_ENTRY GBL7P ]| G || €2 || X | [&¥ Live Search (2=

¢ Favorites | 9% € | Suggested Sites = @ Web Slice Gallary +

@ standard Biling - - [ pe o~ Page -~ Safety ~ Tools - (@e

ORACLE" You are on Database: NDFT

Home: | MuttiChannel Add to F;
Favarites gMain_Menu ¥ B\Ihvng ¥ Maintgn Eils : Standard Eiling

Less Discount: 000 =
Plus Surcharge: oo
Het Extended: 100.00
VAT Amount: 0.00
Tax Amount: 0.oo
Het Plus Tax: 100.00
Goto: Linelnfo2 Tax  Accounting  DiscountSurcharge Motes Express Entry Page
S Bill Search  Line Search Navigation: | Line - Info 1
ummary ill Searc| ine Searc : Prev Mest
Return to Maintain Bills
B Save | L Returnto Search | ([E] Notity 7% Refresh Es &dd Update/Display.
Header - Info 1 | Ling - Info 1

=
< | i

Done [ [ [ [€meemet | Protected Mode: oFf o v [ -
Lrstart| |, BB T @ | @ adiust Entive Bl - Windks. . |[/@ standard Billing - Win... LEE )

Step Action
38. Click the_ Save button.
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fﬁ standard Billing - Windows Internet Explorer
57::;, = [&] hitps: fuwwn. connectnd. us{pspindft_3/EMPLOYEE/ERP/c{ENTER _EILLING _INFORMATION.BI_ENTRY GBL7P || G || s || | &Y Live Search |2~

7 Favorites | 9% @] suggested Sites = @ Web Slice Gallery ~

(& standard Biling - v () e v Pager Safety  Toos+ @@+ ?

ORACLE" You are on Database: NDFT

Home

Favatites - Main Menu > Biling > Maintain Bils > Standard Biling
- : - - -

Header - Info 1 'mﬁﬂ.

2 Mewwindow P Help & customize Page B nttg =]

htEp

Unit: 12500 Bill To:  a37.0 Pretax Amt: 10000 ush
Invoice:  AGO000000077 Real Estate Appraisers, Board EE wmax rows: 5 B =
of

Bill Line vi First K1 4 of 4 I | ast

Seq Line Table Idlentifier Description HNet Extended =1
[ @ |LEcaLsERvicEs | 100.00
oty [ oo Line Type:  REV QL [ accumulate
UOM: [ a Frompate: & ThroughDate: | |H [
Unit Price: 100.0000)  Tax Code: Q I™ Tax Exempt

Gross Extended: 10000 Exempt Cert: ‘ @
Less Discount: 0.00
Plus Surcharge: 0.00

Net Extended: 100.00 2
4 | >

https:f fww connectnd usfpspindft/EMPLOYEE JERPY emd=logaut ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF v"ﬂ - | 00 A

Lostart| | M0 T @ | @ adiust Entire Bil - windo. . |[ @ standard Billing - win.. BEE

Step Action

39. The Rebill Invoice function opened a new window when it created the new invoice.

Click the Close button.
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f Adjust Entire Bill - Windows Internet Explorer

% = |&] https: fwwmn.connectnd. us/pspindFt/EMPLOYEE/ERP/c/a0IUST_BILLS.CREATE_2D1 BILL.GBL?PORTALPAR (]| G || 2 || | [&¥ Live Search (2=
{;‘ Favorites ‘ i}:‘& €| Suggested Sites + @ | Web Slice Gallery +

{8 Adjust Entire Eil

ORACLE" You are on Database: NDFT

Home: 1 | MuliChannel - | AddtoF
¥ Maintgn Bils : aAdiust Entire Bil

@New\l\finduw ?Help E{'Custum\zepage htlp

hEEn

Unit: 12500 Bill To: 9370 Invoice Amt: 91.27 USD
Invoice: 052010937.0 Real Estate Appraisers, Board of
Select Bill Adjustment Action Adjustment Results

= No Bill Action
 Credit Entire Bill
 Credit & Rebill

*Credit Bill: |AGUUUDDDUDTB
Rehill Bill: |AGUUUDDDUD??

Header Info 1

Header Info 1

Return to Maintain Bills

ﬁ Save g Returnto Search El Moty f:; Refresh

4] | i
hittps:f frnsn . connectnd s pspfndPLEMPLOYEE ERFyhy P ab=DEF ALLT [[EZ [ [ [ & mtemet | Protected Mode: OFf Th v [Hoee +

Sostart| | G, B T @ |[ & adjust Entire Bill - Wi.. BEE i

Step Action
40. Click the Home link.

41. This topic showed how to Credit an Entire Bill and ReBill.
End of Procedure.
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ST 7.6.3 - Online Pending
Online Pending

Navigation: Accounts Receivable > Pending Items > Online Items > Group Entry

Pending items can be entered in PeopleSoft through an interface or by online data entry. Entering

pending items online is a way to adjust customer balances by utilizing the debit/credit memo
method.

Procedure

This topic shows how to create an Online Pending item.

{f‘Emplnyeef[acing reqgistry content - Windows Internet Explorer

@_\t‘/ = [&] hitps: fwwons. connectnd. usfpspindfH{EMPLOYEEJERF fhy7tab=DEFALLT =L & || &) [#2) [ ¢ | |&F Live Search o2 |-

{3 Favorites ‘ i.:‘;s € | Suggested Sites ~ @ | Web Slice Gallery =

= ~ »
_ré Employes-Facing registry content | | & - + [ g v Page~ Safety v Tools = gh-
[ Services Procurement ;I
[* Sourcing

I» Engineeting

[» Manufacturing Definitions
[» Production Control

[» Configuration Modeler

[> Product Configurations

[ Qality

[> Demand Flanning

[ Inventory Palicy Planning

[ Supply Planning

[> Grants

[= Program Management

[» Project Costing

[» Proposal Management

[> Maintenance Management
[» Resource Management

[> Lease Administration

[ Travel and Expenses

[> Travel Administration

&> Billing

[» Accounts Receivable

[» Accounts Favahle

[> eSetlements

[» Asset Managerment

[+ IT Asset Management

[ Banking

[> Cash Management

[> Deal Management |
[» Risk Management

[> Financial Gateway

[+ AT and Intrastat

[ Excise and Sales TaxWAT IND
[> Commitrment Contral

[» General Ledger

I» Allocations

[ Statutory Reports

[= SCM Integrations

[ et Up FinancialsiSupply Chain
[> Enterprise Components _I

-
https: /i, connectnd usfpspindft/EMPLOYEE JERPYs/MEBLIE_PTPP_SC HOMEPAGE FieldFormula,ISc |0 Internet | Pratected Mode: OFF ¥a - | 00 A

A“Startl J % Bl e JI & Employee-facing regi... _réhttps:f.l’www.cunnectnd....I < @I{})}
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Step Action
1. Click the Accounts Receivable link.
[l Accounts Receivahle]

2. Click the Pending Items link.
3. Click the Online Items link.
4, Click the Group Entry link.
Group Entry

6: Group Entry - Windows Internet Explorer [_ =]
% = [&] https: fun.connectnd. usfpspindFt/EMPLOYEE/ERP jc/ENTER_RECETVABLES ENT_ONLALD_UPCT.GBL7POR jl&l |§| |Z| J&¥ Live Search |EE|
{;‘ Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

E Group Entry ﬁ - - [ @ ~ Page ~ Safety ~ Tools ~ @v »

ORACLE" You are on Database: NDFT

Home Worklist | MuttiChannel Console Add to Favorites Sign out
Favarites éMain_Menu »  ACCOUNts Receivable  »  Pending Items @  Online Items  :  Group Entry
E - + -

B Mew window 2 Help B http

hkEa

Group Entry
Enter arry infarmation you have and click Search. Leave fields blank for a list of all values

Find an 20 Add a MewValue |

Maximurm number of rows to return fup to 300y | 200

Group Unit: = 'l | Q.

Group ID: |begin5 with j| aQ

User ID: |beg|ns with j| Q
Assigned Operator ID:| hegins with L” Q

Origin ID: [negins with =]

Entered Date: |= =l H

Posting Status: | = j | j

™ case Sensitive

Search | Clear Basic Search [§) Save Search Criteria

Find an Existing Value | Add a Mew Yalue

Main Content

4] | i
javascript: submitAction_wind{document.wind, #ICSwitchMode"); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ¥a - | 100 - A
f'startl J i .l e JI & Group Entry - Window... (€ https: [fvnww. connectnd.. .. I <« @I{})}

Step Action
5. Click the Add a New Value tab.

|f Add a New Valug
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Step Action
6. Click the Add button.

7. The Accounting Date field on the Group Control page will be the only place to
apply back the invoice to a prior open accounting period.

ﬂ: Group Entry - Windows Internet Explorer [_[=]x]
‘ a3 | [2er

6\—'\;}.‘ L4 |g, https:J‘,l’www.connectnd.us;’psp,l’ndFt,l’EMPLO\"EEJ‘ERPJc,I’ENTER?RECEIVABLES.ENT?ONLAID?UPDT.GBL?PORj g |i}| |£| Il_‘:' Live Search |p ‘|

3 Favortes | 35 @] Suggested Sites ~ @] Weh Slice Galery -

& Group Entry & - - [ g - Page - Safety - Toos - - »

ORACLE" You are on Database: NDFT

Haome

Favovrites §MainvMenu > Accaunts'Receivable > Pending Items > Online_Items 5 Group Entry

Mew Window | Help | Custarmize Page |

=)

Group Control Eending lterm 1 Pending ltem 2 Pending lterm 3 Accounting Entries

Group Unit: 12500 Group ID: MEXT

*Bccounting Date: (03102011 |

*Group Type: "_ Q Control Currency: Q

*0rigin 1D: Q *Format Currency: Usb

Control Totals Control Data

Control: | 0.00 *Count: 0 || *Received: 03/10/2011 [5] *Entered: 03102011 [5
Entered: 0.00 Count: 1

Difference: 0.00 Count: -1 Posted Date:

Posted: 0.00 Count: 0|| assign: LDSHAMMIZ,  user: LDEHAMNON@MND. GOV

Edit Status: Edited Accounting Entries:  Not Balanced
Balanced: Mo Posting Action: Do Mot Post
Posting Status: Mot Posted

B save | [=] Matify [Es 2dd | | Updlate Display

Group Control | Pending tern 1 | Pending tem 2 | Pending e 3 | Accounting Entries | Group Action

4| | i
javascript:paction_win0(dacument win, 'GROUP_COMTROL_GROUP_TYPESprompt'); ’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF v’;] - | 00 - A

A"Startl J _:2'. | @ JI @ Group Entry - Window... E https:/ e, connecknd. ... | < @[{})}

Step Action

8. Click the Look up Group Type (Alt+5) button.
9. Click the Billing link.
10. Click the Look up Origin ID (Alt+5) button.

=

11. Click the Online Billing link.
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Step Action

12. Enter the desired information into the Control Currency field. Enter "usd".
13. Enter the desired information into the Control field. Enter "-54.66".

Note: This amount can be a debit or credit. It is the TOTAL dollar amount of
transactions entered for the pending items.

14, Enter the desired information into the Count field. Enter "1".

The Count will be the TOTAL number of pending items for the Control amount.
15. Click the Pending Item 1 tab.

| Pending ltem 1 ]

ﬂ: Group Entry - Windows Internet Explorer [_[=]x]
‘ |5 | [2er

6\1;;.‘ L4 |g, https:J‘,l’www.connectnd.us;’psp,l’ndFt,l’EMPLO\"EEJ‘ERPJc,I’ENTER?RECEIVABLES.ENT?ONLAID?UPDT.GBL?PORj g |i}| |£| Il_‘:' Live Search |p ‘|

3 Favortes | 35 @] Suggested Sites ~ @] Weh Slice Galery -

& Group Entry & - - [ gm - Page - Safety - Toos - - »

ORACLE" You are on Database: NDFT

| wiorkist | MutiChannel Console | AddtoFavortes | Signout

Favovrites §MainvMenu > Accaunts'Receivable > Pending Items > Online_Items 5 Group Entry

Mew Window | Help | Customize Page | B 4l

Group Control Pending tem 1 Fending ltern 2 Pending lterm 3 Accounting Entries Group Action

Group Unit: 12500 Group ID: MEXT

Pending item Entry Eind | *iew A First BN 4 of 1 IO Last

[=]
*accounting Date: 03102011 B sa5 of pate: 0302011 [ Sequence:

1

“Item ID: [ol Line: CopyLine

*Business Unit: |12500 Q *Customer: Q

SubCustomer 1: SubCustomer 2:

*Amount: *Currency:

*Entry Type: I :l' Reason: ’7 Q *AR Dist: :l'

Rate Type: [ Revalue Fig

Exchange Rate: B
Terms: [ & DueDate: | DueDays: |
Disc Amt: ] DiscDate: | | DiscDays: | |
Disc Amt 1: ] DiscDatet: | [ Always Allow Discount
PORef. | | POLinet | o | | oOrderNe: |
Document: | Line ttem:| Contract: | LiC ID: 1 =

B save | [=] Motify | Es Add | FUpdsteiDisplay -
4| | 3|
Done ’7’7’7’7 ’7 ’7 ﬁ Internet | Protected Mode: OFF ¥ - | 0% -

A"Startl J _:2'. | @ JI @ Group Entry - Window... E https:/ e, connecknd. ... | < @[{})}
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Step Action

16. Enter the desired information into the Item ID field. Enter *012011.908.0".
Note: The Item ID must match exactly to the item being adjusted, otherwise it will
create additional line items for the customer. If this happens, a Maintenance
Worksheet will need to be prepared to offset the accounting entries (ST 7.6.4 -
Maintenance Worksheet).

17. Enter the desired information into the Customer field. Enter "908.0".

18. If you do not know the Customer number, click on the hour glass.

Click the Look up Customer (Alt+5) button.

19. Click the Cosmetology, Board of link.
[Cosmetology, Board of

20. Enter the desired information into the Amount field. Enter "-54.66".

21. The appropriate Entry Type must be selected for the pending item transaction.
These will correspond with the accounting chartfields that were established in the
initial Accounts Receivable set up.

22. Click the Entry Type list.
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HE
% % [&] https: fwn.connectnd. us/pspindFt{EMPLOYEEERF /c/ENTER_RECETVABLES ENT_oNLAID_UPCT.GBL7PoR ]| G || 2 || X | [&¥ Live Search |2+

5‘} Favorites ‘ {5 €| Suggested Sites + @ | Web Slice Gallery +

(& Group Entry

ORACLE" You are on Database: NDFT

Home

Favarites gMain_Menu ¥ Accauntsf\eceivable ¥ Pending Items Onlinevltems s Group Entry

New Window | Help | Custornize Pagl w0 |2

up Control Pending ltem 1 Pending tem 2 Pending ltem 3 unting Eniries G
Group Unit: 12500 Group ID: MEXT
Pending Item Entry : First B 1 or o B gt
anwaoT anoao =

*Accounting Date: 03 02011 5 *As Of Date: 03 072011 3 Seguence: 1

“ttem ID: [o12011.808.0 . Copy Line

‘Business Unit: | 12500 Q *Customer: 908.0 Q Cosmetolog

SubCustomer 1: SubCustomer 2:

*Amount: 5466 “Currency: Jsb

*Entry Type: Reason: ’— Q *AR Dist; j'

Rate Type: ¥ Revalue Flg

Exchange Rate: 1-00000000%

Terms: ’WQ Due Date: Due Days: ’_

Disc Amt: Disc Date: DiscDays: | |

Disc Amt 1: Disc Date 1: I~ Always Allow Discount

Reference Information

PO Ref: PO Line: BOL: Order Ho:

Document; ‘ Line Item:l Contract: | LiCID: b
B save I [=] Matify | Es &dd | F|UpdateDisplay -
4] | 3|
'_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | 00 v

A"Startl J N JI /& Group Entry - Window... € https: /. connectnd. .. I <« Y

Step Action
23. Click the CRLGL list item.

Note: CRLGL was selected because the adjustment is crediting a Legal Services

billing. These codes were established during the initial set up and they are different
for each agency.
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Group Entry - Windows Internet Explorer

57::} = [&] hitps: fwwn . connectnd. us{pspindfH{EMPLOYEEERP /c/ENTER_RECETVABLES ENT_oNLAID_UPCT. GaLzPoR ]| G || 2 || | [&¥ Live Search

i} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

@ iGroup Entry

ORACLE" You are on Database: NDFT

Home
Favorites - Main Menu > Accounts Receivable > Pending Items > Online Items > Group Entry
: - + -

Mew Window | Help | g1 ry | =l
Pending ltem 1

Group Unit: 12500 Group ID: MNEXT

Pending kem Entry

nzrozo11 5

nanoizo1l [

*Accounting Date: *As OF Date: Sequence: 1

“ttem ID: |D12011.908.D Line: Caopy line
‘Business Unit: 12500 *Customer: 908.0 Q Cosmetolog

SubCustomer 1: SubCustomer 2:

“Amount: -54 B8 sCyrrency: usn

“Entry Type: I CRLGL j' Reason: [ |a AR Dist: |~R M

Rate Type: ¥ Revalue Fig

Exchange Rate: 1-00000000%

First L4 1cof 1 a

Payment Terms

IMMED

Terms: Due Date: Due Days:
Disc Amt: Disc Date: Disc Days:
Disc Amt 1: Disc Date 1: ™ always Allow Discount

Reference Information

PO Ref: PO Line: BOL:
Document: Line ltem: Contract: e

-
»
A mire -

« ey

Order No:
LiCiD:

& Save | [=] Motity | Es £dd | F|UpdateDisplay
4
I 15ave (Alk+1)f |

l_ l_ l_ ’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF

A"Startl J i .l = JI & Group Entry - Window... (€ https: [fvnww. connectnd.. .. I

Action
Click the Save button.

Click the Accounting Entries tab.
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{;‘ Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

(& Group Entry

ORACLE" You are on Database: NDFT

Home

Group Unit: 12500

Accounting Entries

Group ID: 6460

Item ID: 012011.808.0 Line: Entry Type: CRLGL Reason:
Bus. Unit: 12500 Customer: q08.0 SubCust1: SubCust2:
Amount: -64.66 Currency:  UJSD

Incomplete Display Totals: I Entry :l' 7 &2

Currency: Currency:

B save | [=] Motity

Group Control | Pending ltern 1 | Pending e 3 | Pending ltem 3 | Accounting Entries | Group Actio

[ Avcted | FUpdateDisolay

4

m % [&] https: fwwn.connectnd. us/pspindFt{EMPLOYEE/ERP /c/ENTER_RECETVABLES ENT_oNLAID_UPCT.GoLzPoR ]| G || 2 || X | [&¥ Live Search

javascript: submitAction_wind{document.wind, BALANCE _WRK_CREATE_DST_LIMNES$O;

| b
'_ '_ '_ ’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF
Srstart| | G T S | | /€ Group Entry - Window... € hitps:/www.connectnd... |

a v Mo -

« Y

Step
26.

Action

Click the Create (lightning bolt icon) button.

Ed

27. Click the Save button.
El ave I

28.

Click the Group Action tab.
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Group Entry - Windows Internet Explorer

57:} = [&] hitps: fuwwn . connectnd. us{pspindfH{EMPLOYEEERP /c/ENTER_RECETVABLES ENT_oNLAID_UPCT.GaLzpoR || G || s || | [&Y Live Search |2 |-
i} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

g iGroup Entry

ORACLE" You are on Database: NDFT

Home
Favorites - Main Menu > Accounts Receivable > Pending Items > Online Items > Group Entry
: - + -

Mew Window | Help | Custornize Page | B

Group Action

Group Unit: 12500 Group ID: 6459

Entered: 03052011 Status: Do Mot Post

Group Actions

Posting Action Accounting Entry Actions
Balance | Action: | Do Mot Post vl QK | GCreate Entries I
Delete Group | Batch Standard | Delete Entries |
[io Mot Post 1

B save | L\ Return to Search || [=] Motity

MMain Conkent B 2dd | | ElUpdateDisplay

Group Control | Pending lem 1 | Pending lterm 2 | Pending Hem 3 | Accounting Enfries | Group Action

4

Done

A"Startl J i .l e JI & Group Entry - Window... (€ https: [fvnww. connectnd.. .. I

| ]
l_ l_ l_ ’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF 4

A mire -

« ey

Step Action

29. Click the Action list.
| Do Mot Post =]
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% Group Entry - Windows Internet Explorer [_ =]
37;:; = [[2] https: v connectnd. usipspjndFt[EMPLOYEE [ERPJc/ENTER_RECETVABLES.ENT_ONLAID_UPDT. GBLPPOR jl&l |§| |Z| J&¥ Live Search |EE|
{;‘ Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

& Group Ertry @ - [ @ ~ Page - Safety ~ Tools + @v >

ORACLE" You are on Database: NDFT

Home: | MuttiChannel | Add to F;
Favorites | Main Menu > Accounts Receivable » Pending Items @ Online Items »  Group Entry
H - + £4

Mew Window | Help | Customize Page |

Group Action

Group Unit: 12500 Group ID: 6459
Entered: 031 0r2011 Status: Do Mot Post
Group Actiohs Posting Action Accounting Entry Actions
Balance | oK Create Efties |
Celete Group | Celete Entries |
& Save | L\ Returnto Search | [ Matity [ Acd | | ElUpdsteDisplay

Group Contral | Pending Hem 1 | Pending tem 2 | Pending e 3 | Accounting Entries | Group Action

4] | i
Done [ [ [ [€meemet | Protected Mode: oFf o v (B -
.:'Startl J i .l e JI {& Group Entry - Window... (& https: [fvnww, connectnd.. .. I <« @Iﬁ(})j

Step Action
30. Click the Batch Standard list item.
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(: Group Entry - Windows Internet Explorer

57::} = [&] hitps: fuwwn . connectnd. us{pspindfH{EMPLOYEEERP /c/ENTER_RECETVABLES ENT_oNLAID_UPCT.GaLzPoR || G || s || | [&Y Live Search |2 |-

i} Favorites ‘ ﬁ €| Sugoested Sites ~ @ | Web Slice Gallery -

@Group S & hd - [ @ ~ Page v Safety r Tools v @v >
ORACLE" You are on Database: NDFT

Home
Favorites - Main Menu > Accounts Receivable > Pending Items > Online Items > Group Entry
: - + -

Mew Window | Help | Customize Page |

up Contral Eending ltem 1 Pending It Pending tlem 32 | Accounting Entries Group Action
Group Unit: 12500 Group ID: E4549
Entered: 03052011 Status: Do Mot Post
Group Actions Paosting Action Accounting Entry Actions
Balance | Action: | Batch Standard LI | QK | GCreate Entries |
Delete Group | Delete Entries |

B save | L\ Return to Search || [=] Motity B Add | | B UpdateDisplay |

Group Control | Pending lem 1 | Pending lterm 2 | Pending Hem 3 | Accounting Enfries | Group Action

4l | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | F00% =
A"_'Startl J i .l = JI & Group Entry - Window... (€ https: [fvnww. connectnd.. .. I <« @I{})}

Step Action
31. Click the OK button.
(o] I

32. This topic showed how to create an Online Pending item.
End of Procedure.
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ST 7.6.4 - Maintenance Worksheet
Maintenance Worksheet

Navigation: Accounts Receivable > Receivables Maintenance > Maintenance Worksheet >
Create Worksheet

A Maintenance Worksheet is a workspace for offsetting items, write-offs, or adjustments to clean
up posted items. The worksheets can be used to refund an item with a credit balance or to create
a new refund item for a credit remaining from maintenance tasks.

Procedure

This topic will show how to create a Maintenance Worksheet to offset the debit and credit for a
customer.

{f‘Emplnyeef[acing registry content - Windows Internet Explorer

@_\:‘/ ) = |&] https:/ v, connectnd.usipsp/ndft/EMPLOVEE [ERP,h7:ab=CEFALULT =L & || &) [#2 ][] |&F Live Search 2 |-

{3 Favorites ‘ i.:‘;s € | Suggested Sites ~ @ | Web Slice Gallery =

~ »
1€ Employes-facing registry content | | Iy v B - ) mm v Page - Safety » Tooks v g
[ Bervices Procurement ;I
[> Sourcing

[+ Engineering

[» Manufacturing Definitions
[» Production Control

[» Configuration Modeler

[» Product Configurations

[ Qality

I» Demand Planning

[ Inventory Palicy Planning
[= Supply Flanning

[> Grants

[> Program Management

[» Project Costing

I» Proposal Management

[> Maintenance Management
> Resource Management
[» Lease Adminigtration

[ Travel and Expenses

[> Travel Administration

[> Billing

[» Accounts Receivable

[» Accounts Favahle

[> eSetflernents

[» Asset Managerment

[ IT Asset Management

[ Banking

I» Cash Management

[> Deal Management |
[ Risk Management

[> Financial Gateway

[ AT and Intrastat

[» Excise and Sales TaxVAT IND
[> Commitrment Contral

[» General Ledger

I» Allocations

[» Statutory Repaorts

[= SCM Integrations

[» Set Up FinancialsfSupply Chain
[> Enterprise Components

Bl

-
https: /i, connectnd usfpspindft/EMPLOYEE JERPYs/MEBLIE_PTPP_SC HOMEPAGE FieldFormula,ISc |0 Internet | Pratected Mode: OFF q - | 00 - A

A."Startl J EN Rl JI & Employee-facing regi... féhttps:I,fwww.connectnd....I « Ry
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Step Action

1. Click the Accounts Receivable link.
[l Accounts Receivahle]

2. Click the Receivables Maintenance link.
Eceh‘ahles Maintenance

3. Click the Maintenance Worksheet link.
Eaintenance Worksheet

4, Click the Create Worksheet link.

Ereate Worksheet

lﬂ: Create Worksheet - Windows Internet Explorer [_[&]x]
6@: = [&] hitps: fuwwn. connectnd. us{psp{ndfHEMPLOYEE/ERP /c/MATNTAIN_RECEVABLES. w3_IDENTIFY_Ic.GELrC ]| G || €2 || | [&Y Live Search |2~

{} Favorites ‘ {5 €| Sugoested Sites ~ @ | Wweb Slice Gallery -

1€ Create Workshest - - [ geh v Page~ Safety v Tods+ (@e

ORACLE" You are on Database: NDFT

Home iorklist

| MutiChannel Console | Addto Favortes | Sign out
Favarites EMalnvMenu > Broounts Receivable  »  Receivables Maintenance > Maintenance Worksheet > Create
: - - -

wiorksheet

B Mew window 2 Help B nttp

htEn

Create Worksheet
Enter any information you have and click Search. Leave fields hlank for a list of all values.

" Add & Mew value |

Masimurm nurmber of rows to return (up to 300y 200

Worksheet Business Unit: | = vl | Q

Worksheet ID: | beging with ||
User ID: |begins with =] | QL

™ case Sensitive

Search Cleat  |Basic Search [§] Save Search Criteria

Find an Existing Value | Add a Mew Yalue

a I |
javascript:submitAckion_winO{document. wind, #ICSwitchMads; ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF v’;] - | 100 - A
A’"Startl J EN Rl JI (€ Create Worksheet - .. @ hitps:[jwww.connectnd. ... I <« ey

Step Action
5. Click the Add a New Value tab.

|/ Add a Mew Valug |
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Step Action
6. Click the Add button.

ﬂ: Create Worksheet - Windows Internet Explorer [_ =]
5\—-\_;.: - |g, hitps: i connectnd. us{pspyrdft [EMPLOVEE JERP,ic/MATNTATN_RECETYABLES W5 _IDENTIFY_1C.aaL7rc v || G |[+2 (| x| |{'_" Live Search |2 |-

{3‘ Favorites ‘ EQ:'S €| Suggested Sites + @ | Web Slice Gallery +

- »
(& Create Workshest 5 - « [ g v Page -~ Safety - Tools + -

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console Add to Favorites Sign out
Favarites Main Menu > Accounts Receivable : Receivables Maintenance : Maintenance Waorksheet Create Worksheet
E - - -

Mew Window | Help | Custornize Page | & Al

Worksheet Selection

Worksheet Business Unit: 12500 Worksheet ID;  NEXT
Customer Criteria

*Customer Criteria Mone p |Customer Reference First BN 1 of 1 BN Last

Cust I: | 2 Business Unit: Q =

Name:
Remit SetlD: Remit From ID:
Corporate SetiD: Corporate ID: Rate Type CRRNTQ

MICRID: Link MICR| A ing Date |0315/201

Reference Criteria

*Reference Criteria MNaone Jud §l item Reference -
*Restrict to All Customers =
*Match Rule Exact hatch I

Anchor Business Unit: Q

tem Inclusion Options

& All tems " Deduction tems Only " ltems in Dispute Only

[~ Exclude Deduction tems [~ Exclude Collection tems [~ Exclude Dispute ltems C

o | s
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ’v“a_v| 100 - A
A"Startl J i-. .| e J Im (€ https: [fvwww. connectnd.. .. I

Step Action

7. Enter the desired information into the Cust ID field. Enter "947.0".

8. Click the Look up Cust ID (Alt+5) button.

=

9. Click the Marriage and Family Therapists, Board of link.
[Marriage and Family Therapists, Board of

10. Click the Build button.
Build
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6: Create Worksheet - Windows Internet Explorer [_ =]
6@: = [&] hitps: fuwwn. connectnd. us{pspindfHEMPLOYEE/ERP /cMATNTAIN_RECENVABLES. w3_IDENTIFY_Ic.GELPC ]| G || €2 || | [&Y Live Search |2~

{} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

1€ Create Workshest & - - [ Qé; + Page = Safety v Tools = @v >

ORACLE" Youare on Database: NDFT

Favarites gMaln Menu > Accounts Recewable > Receivables Malntenance > Malntenance WDrksheet > CreaeWDrksheet

Mew Window | Help | Custornize Page | B

Worksheet Application

Unit: 12500 Worksheet ID: 5464 Currency: Accounting Date: 0315/2011 Reason Code: & Anchot Information

Item Action Row Selection Display Control
EmryType:IOﬁsetanltem hd Reason: Q Choice: |Select Range 'l Range; Gul Dismay:l;\ungmg - Gul f‘w

tem List Custo 0 0 8 Fea B gp s
" Detail 1 T Detail 2 etail 3

Customer

012011.947.0 Q Q 12500 947.0
AGDOOO0000TT Q Q 12500 947.0
AGOOO00000TS Q Q 12800 947.0

Add rem_| Group Vigw

Balance

Dr:  0.000 Cr:  0.000 Adj:  0.000 Net: 0.000 WO: 0.000 Ref: 0.000

‘inrksheet Selection Warksheet Application  WWorksheet Action

B Save | L\ Returnto Search | [E] Notity | 5 Refresh
i)

4| I ©
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Made: OFF ¥a - | 00 A
A"Startl J i. .l e JI & Create Worksheet - ... (€ https: [fvnww. connectnd.. .. I <« @I{})}

Step Action
11. Select the Sel option on Line 1 (Seq Nbr).
12. Select the Sel option on Line 2 (Seq Nbr). This item will offset Line 1.
13. Click the Refresh button.
r}) Refresh
14. Click the Save button.
El zave
15. Click the Worksheet Action link.
hivarksheet Action]
16. The Worksheet Action tab may only be available at an approver/posting level due to
workflow security. If so, the Worksheet Action page will be unavailable and will
need to be posted at a higher level.
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% Create Worksheet - Windows Internet Explorer [_ =]
m % |&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERP /c/MATNTAIN_RECENABLES. wS_IDENTIFY_IC.GBLePC ]| G || €2 || X | [&¥ Live Search |2+

{;‘ Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

(& Creats Workshest @ - - [ @ -~ Page - Safety - Tools @' ”

ORACLE" You are on Database: NDFT

Home: | | MuttiChannel | Add to F;
Favorites | Main Menu > Accounts Receivable » Receivables Maintenance »  Maintenance wWorksheet »  Create worksheet
H - - -~

Mew Window | Help | Customize Page |

Worksheet Action

Unit: 12500 Worksheet ID: 6464 Accounting Date: 03715/2011

Status: Do Mot Post

Worksheet Action Posting Action Accounting Entry Action

Delete Worksheet I Action: I Do Mot Post = Ok CreateiReview Entties

Delete Meintenance Group: |

yorksheet Selection  Worksheel Application  WWorkshest Action

B Save | SLReturn to Search || [E] Notity

Done [ [ [ [€meemet | Protected Mode: oFf o v [ -
,q"_'Startl J i .l e JI & Create Worksheet - ... (& https: [fvnww, connectnd.. .. I <« @Iﬁ(})j

Step Action

17. Click the Action list.
| Do Mot Post =]
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(: Create Worksheet - Windows Internet Explorer

57::} = [&] hitps: fuwwn. connectnd. us{pspindfHEMPLOYEE/ERP /c/MATNTAIN_RECENVABLES. w3_IDENTIFY_IC.GELPC ]| G || €2 || | [&Y Live Search |2 |-

i} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery =

@Create Wirksheet & - - [ @ ~ Page - Safety » Tools » ®' »

ORACLE" You are on Database: NDFT

Home | =t
Favarites : Main Menu > Accounts Receivable > Receivables Maintenance >  Maintenance Worksheet > Create Worksheet
: - - -

Mew Window | Help | Custornize Page | B

Worksheet Action

Unit: 12500 Worksheet ID: 5464 Accounting Date: 03715/2011

Status: Do Mot Post

Worksheet Action Posting Action Accounting Entry Action

Action; IDU Mot Post -

‘Batch Standard

Do Mot Post
Post MNow

yorksheet Selection  Worksheet Application  ¥WWorksheet Action

Delete Warksheet I OK | Create/Review Entries

Delete Maintenatce Group |

& Save | [LlReturnto Search | [=] Notify

Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | F00% =
A"Startl J i .l e JI & Create Worksheet - ... (€ https: [fvnww. connectnd.. .. I <« @I{})}

Step Action
18. Click the Batch Standard list item.

:H ndard i
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[=[=]
% % |&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEEERP /c/MATNTAIN_RECENABLES. wS_IDENTIFY_IC.GBLePC ]| G || 2 || X | [&¥ Live Search 2=
{;‘ Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +
»
(& Creats Workshest - © | e v Page -~ Safety - Tools + -

ORACLE" You are on Database: NDFT

Home
Favarites Main Menu > ACcounts Receivable : Receivables Maintenance @ Maintenance Worksheet Create Worksheet
: - - -

Mew Window | Help | Customize Page |

Worksheet Action

Unit: 12500 Worksheet ID: 6464 Accounting Date: 03715/2011

Status: Do Mot Post

Worksheet Action Posting Action Accounting Entry Action

Delete wWaorksheet I Action: |{EEIENSEREELE Create/Review Entries

Delete Meintenance Group: |

yorksheet Selection  Worksheel Application  WWorkshest Action

B Save | SLReturn to Search | | [E] Notity

Done [ [ [ [€meemet | Protected Mode: oFf o v [ -
A"Startl J i .l e JI & Create Worksheet - ... (& https: [fvnww. connectnd.. .. I <« @[{})j

Step Action

19. Click the OK button.
(0]

20. Click the Save button.
E zave

21. This topic showed how to create a Maintenance Worksheet.
End of Procedure.
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ST Lesson 7.7 - Inquiry
Inquiry

Customer and billing information can be accessed through basic inquiries. These inquiries can
isolate or broaden data as needed.

ST 7.7.1 - Review Invoice Errors
Review Invoice Errors

Navigation: Billing > Review Processing Results > Review Invoice Errors

Review Invoice Errors can display errors by Invoice or Error Status.

Procedure

This topic shows how to access Review Invoice Errors.
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@: ) = |&] https:/jwwn. connectnd.usipsp/ndft/EMPLOYEE /ERPjhy7:ab=CEFALILT (=1 B || 5] [$2 ) ¢ | JRF Live Search

{_7 Favorites ‘ {.5 €| Suggested Sites + @ | Web Slice Gallery +

- ~ »
(& Employes-Facing registry content | | Ei v ED - ) mm o+ Pags - Safety - Tools - g

[> Travel and Expenses

[ Trawvel Administration

[ Billing

[> Accounts Receivahle

[+ Accounts Payable

[» eSeftlements

[ Azset Management

[+ IT Asset Managerment

[> Banking

[» Cash Management

[» Deal Managerment

[> Rigk Management

[ Financial Gateway

[ WAT and Intrastat

[> Excise and Sales TaxVAT IND
[» Commitrnent Contral

[» General Ledger

[ Allocations

[» Statutory Reports

[ SCHM Integrations

[> Set Up FinancialsSupply Chain
[» Enterprise Components

[> Government Resource Directory
[» Background Processes

[ ¥orklist

[ Application Diagnostics

[ Tree Manager

[» Reporting Tools

[» PeopleTools

I Packaging

[> MO Utilities & Interfaces

[> WD HE Applications

[ MDE Reports

— Tax Center

— Treasury Management Center
— Treasury Processing Center
— Treasury Definitions Center
— Back to Portal

— Change My Password

— My Personalizations

— W Cuctarn Profila

Il

https:{ fvaww .connectnd . usfpspindfHEMPLOYEE/ERP/s WEELIE_EOPP_SC.HOMEPAGE. FieldFormula. 15c |0 Internet | Protected Mode: OFF

:‘Startl J i mY é JI & Employee-facing regi...

ca v | miore -

« Y

A

Step Action

1, Click the Billing link.

2. Click the Review Processing Results link.
@'Ew Processing Results
3. Click the Review Invoice Errors link.

@'ew Invoice Errors

Enter the Invoice number criteria and click Search to view errors.

This topic showed how to access Review Invoice Errors.
End of Procedure.
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ST 7.7.2 - Review Entries by Journal
Review Entries by Journal

Navigation: Billing > Review Billing Information > Review Entries by Journal

View accounting entries by General Ledger Journal ID.

Procedure

This topic shows how to Review Entries by Journal.

=l

@: - |g, https: [ . connecknd, us/psp fndft EMPLOYEE [ERF (b7t ab=DEFALLT j % || €2 [[ % Il’j Live Search

{3 Favorites ‘ i.:‘;s €| Suggested Sites ~ @ | Web Slice Gallery =

= = »
@Emp\oyeefl’aclng registry content | | & - v [ mm -~ Page~ Safety v Tools » -@-v

[» Services Procurerment

[> Sourcing

[> Engineering

[» Manufacturing Definitions
[> Production Control

[» Configuration Modeler

[» Product Configurations
[ Qality

I» Demand Planning

[ Inventory Palicy Planning
[= Supply Flanning

[> Grants

[> Program Management

[+ Project Costing

I» Proposal Management

[> Maintenance Management
> Resource Management
[> Lease Administration

[ Travel and Expenses

[ Travel Administration

[> Billing

[» Accounts Receivahle

[» Accounts Fayahle

[> eSetflernents

[» Asset Managerment

[ IT Asset Management

[ Banking

I» Cash Management

[> Deal Managerment

[ Risk Management

[> Financial Gateway

[ AT and Intrastat

[» Excise and Sales TaxVAT IND
[> Commitrment Contral

[» General Ledger

I» Allocations

[» Statutory Reparts

[= SCM Integrations

I» Set Up Financials/Supply Chain
[> Enterprise Components

=

https:f fww connectnd usfpspindfL/EMPLOYEE JERPS s /WEBLIE_EOPP_SC.HOMEPAGE. FieldFormula. 15c |ﬁ Internet | Pratected Mode: OFF

:‘Startl J i . 4] ?j @ JI @Empluyeef[acing regi.

B
A M -
« @ wyip)

Step Action

1. Click the Billing link.
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Step Action

2. Click the Review Billing Information link.
@'ew Billing Information
3. Click the Review Entries by Journal link.

iew Entries ny Journal

(fReview Entries by Journal - Windows Internet Explorer

@T\: ) = |&] https:/ jwwn. connectnd.usipsp/ndft/EMPLOYEE [ERPjc/MANAGE _BILLING_UTILITIES BI_aCCT_ENTRY_JRn ]| G || 49 || 2| |&¥ Live Search 2 -

{_‘f Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

= »
(& Review Entries by Journal @ < - ) = - Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDFT

Favarites gMain_Menu ¥ B\Ihvng v Review BiIIingInforrnatian »  Review Entries by Journal

f Mew window P Help B http

hkEa

Accounting Entries by Journal

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Exist

Maxirmum number of rowes to return {up to 3003|300

Business Unit: |= - 125600 s}

Journal ID: [wegins with =]

Journal Date: |= = £l

GL Journal Line Numher:lz j ‘

Ledger: |begins with x|

| search || Clear |pasic Search B Save Search Criteria

4] | i
Done [ [ [ [&meemet | Protected Mode: OFf o v [ -

Lostart| | G B 7] @ |[ & Review Entries by Jou... <m0

Step Action

4, Enter the desired information into the Journal ID field. Enter "B100931793".
Note: This ID comes from the posted journal in General Ledger.

Navigation: General Ledger > Journals > Journal Entry > Create/Update Journal
Entries (Find an Existing Value).

5. Click the Search button.
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Step Action

6. The Search Results will display the Journal ID and GL Journal Line Number(s)
associated with it.

Click the 09/13/2010 link.
0951352010

ﬂ_ Review Entries by Journal - Windows Internet Explorer

= g tkps: [ sy, connectnd, us/psp/ndft fEMPLOYEE/ERPo/MANAGE_BILLIMNG _UTILITIES.BI_ACCT_ENTRY_JRM ¥|| &= 5 3 &S Live Searcl
() htps: / d.usipspindf ERPjc] ||| &y h

Tl Favorites | 55 @] Suggested Sites = @] web Siice Gallery ~

g Review Entries by Journal

ORACLE" You are on Database: NDFT

Home

Favovrites MainvMenu > B\Ihvng > Review BiIIingInﬂ:urrnatian > Rewview Entries by Journal

Bl Mewwindow P Help B customize Page B hitp

=]
:counting Entry

Unit Journal Date Ledger Line Line Descr GL Journal
2600 BIDN331753 08122010 ACTUALS 1 Billing
Lccount Oper Unit Fund Dept Program Class PC Bus Unit  Project Activi An Type Source Type Cateqgory Subcat ry  Subsy
24001 126 223
tase Currency Base Amount Currency
=D 50000 USD
ccounting Journal Entries
Irnl Infs n Transaction &mts Reference Information
| Unit Invoice Sequence Account Oper Unit Fund Dept Program Class Project Subsys PC
D500 AGDOOO000O73E 0 124001 126 322

| save | L Retunto Search | [+ Freviousinlist | |+E Metinlist | |[Z] watify |

Kl | |
javascript: submitAckion_win0{document.wind, TMG_CRIT_WRE_DRILLBACK'); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF G"ﬂ - | 0% - A
;‘."’Startl J EN R JI (€ Review Entries by Jou... =3 )

Step Action

7. Click the GL Journal link.
Gl Journal
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f_ Review Entries by Journal - Windows Internet Explorer

% = |&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERP /c/MANAGE_BILLING_UTILITIES.BI_accT_ENTRy_JRn ]| G || €2 || X | [&¥ Live Search (2=
5 Favorites ‘ 95 @ Suggestad Sites * @ | Web Slica Gallery

ﬂ Review Entries by Journal

ORACLE" You are on Database: NDFT

Haime: 1 | MuliChannel = | AddtoF
ain Menu > Eilng : Review Biling Information > Rewiew Entries by Journal
- -

B rewewindow P Help [ Customize Page ,htlp
P —
Journal Header

Unit: 12500 Journal ID: BI00A31793 Journal Date: 0971312010

Template List

Journal Line Data

:,""ﬁ Foreign Amount Account Oper Unit Fund Dept Program Class PC Bus Unit Project Activi An
1 500.00 124001 125 322
2 -600.00 463017 125 322 1400

B Save | L Returnto Search | ([E] Notity

Journal Header | Journal Lines

4

Cione

Listart| | G B 7] @ |[ 8 Review Entries by Jou...

b
'_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | o100 -

»
A

« Y

Step Action
8. Click the Journal Header tab.

I Journal Header

This topic showed how to Review Entries by Journal.
End of Procedure.
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ST Lesson 7.8 - Running Reports/Queries
Running Reports/Queries

Process Scheduler enables you to run reports easily and efficiently at any given time directly to
your workstation.

ST 7.8.1 - Listing of AR Bills and Payments Query
Listing of AR Bills and Payments Query

Navigation: Reporting Tools > Query > Query Viewer

Detailed query for bill and payments analysis.

Procedure

This topic shows how to access Listing of AR Bills and Payments Query.
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¢ ¥ Connecting, ..
TTT TS T ITETT

@_-.\_’: ) = |&] https:/jwwn. connectnd.usipsp/ndft/EMPLOYEE ERPjhy7:ab=CEFALILT

ﬁ Favorites ‘ {.5 €| Suggested Sites + @ | Web Slice Gallery +
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4| % Il’_’Live Search

ML

Page - Safety ~ Tools ~ l@lv

[> Banking

[» Cash Management

[» Deal Managerment

[ Rigk Management

[» Financial Gateway

[ WAT and Intrastat

[» Excise and Sales TaxVAT IND
[» Commitrnent Contral

[> General Ledger

[ Allocations

[> Statutory Reparts

[> SCM Integrations

[ Set Up Financials/Supply Chain
[» Enterprise Components

[» Government Resource Directory
[» Background Processes

[ ¥orklist

[ Application Diagnostics

[ Tree Manager

> Reporting Tools

[» PeopleTools

[» Packaging

[> MO Utilities & Interfaces

I» ND HE Applications

[ MDE Reports

— Tax Center

— Treasury Managernent Center
— Treasury Procescing Centar
— Treasury Definitions Center

— Back to Portal

— Change by Password

— My Personalizations

— iy System Profile

— My Dictionary

— My Feeds

https: fvaww . connectnd .usfpspindfL{EMPLOYEE/ERP s MEBLIE_PTPP_SC . HOMEPAGE. FieldFormula.I5c |a Internet | Protected Mode: OFF

A“Startl J i |y é JI /& Employee-facing regi...

a v | miore -
)

Step Action

1. Click the Reporting Tools link.

[l Reparting Taalsg]

2. Click the Query link.

Query]

3. Click the Query Viewer link.
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Query ¥iewer - Windows Internet Explorer

6—_\ - I@, https:f,l’www.:Unnectnd.usp’psp,l’ndFt,I’EMPLOVEEJ’ERPJE,I’QUER‘(’_MANAGER.QUERY_VIEWER.GBL?PORTALPAjI&I 2| % I:‘_' Live Search 2 |-
7 Favarites ‘ 9% @ Suggested Sites = @ | Web Slice Gallery =

_fé Query Viewer & ~ & - = Qé; ~ Page v Safety v Tools v @v »

ORACLE" Youare on Database: NDFT

Favarites Main Meru > Reporting Tools > Query > Query Viewer H

Query Hame Description Owner Folder M ﬁ ﬁ Queny ;l
NOS110_ARDEP OMB 108 Depositin AR Fuhblic HTML  Excel XML Schedule  Query Download =]

DS 25_AR_PAYMENTS Listing of AR Payments Fuhlic HTML  Excel |®ML Schedule |Guery Download =
MDS125_BILLING _PAYMEMNT Listing of AR Bills and Pays Fublic HTML Excel xwL Schedule  @uery Download | [=]
MOS125_BILLING_PAYMEMNT_DATE AR Bills and Pays - Dt Prorpt Public HIML  Excel #wl  Schedule QueryDownload | [=]
MDS201_PROMPT_WERDOR “oucher Trans - Prompt Wendar Fublic HTML Msmedule auery Download | [=]

MDS801_DOT _DEPOSITS Cery for reconciling deposits Fublic HTML |Excel |xhL Schedule Guery Download El
MDSALL_IDBS_PAID Query to balance IDBS Fublic HTML Excel xwL Schedule  @uery Download | [=]
MOSALL_JOURMAL_APPROWAL Journals waiting for approval Fuhlic HTML  Excel |RML Schedule |Guery Download =

MOSALL UNPOSTED _GL_JOURMALS GL Journals Mot Fosted Fuhlic HTML  Excel |®ML Schedule |Query Download =
MDS_ELM_AP_DTL Detail for AP IDB Vouchers Fublic HTML |Excel |xwL Schedule | @uery Download | [=]
MNOS_ELM_OPEM_ITEM_KEY_DTL Open Itern Key by BU and Date Public HTML Excel #ML  Schedule | QueryDownload | [=]

MOS_GLO1 lternized Transaction Register Fuhlic HTML  Excel |®ML Schedule |Guery Download =

MDS_GLOE Fund Balances - State Wide Fublic HTML  Excel xwL Schedule  Query Download | [=]
OMB_AP_JRNL_AP_VOUCHER AP Journal to AP Youchers Fublic HTML |Excel | HML Schedule | Query Download | [=]
CMB_AP_PENDING_IDBS IDBs approved hut not bdgt chk Fuhlic HTML | Excel Hhil Schedule |Guery Download =
COMB_AR_POSTING [MFC Journal, deposit, payment, etc Fublic HTML  Excel |xhiL Schedule Guery Download El
OMB_FINAL_VOUCHER_APPROVERE Returns approval info forvihr Fublic HTML Excel xwL Schedule  @uery Download | [=] i
COMB_IDBE_GE_WERIFICATION Check Payment Method for IDBs FPuhblic HTML  Excel |[HML Schedule |Guery Download =
ChB_JRNL_ERRORS Jml Errars Fuhlic HTML  Excel |xwL Schedule |Guery Download =

4| F‘ _»lll
javascript:submitAction_win0{document.wind, QRYRUNEXCELZ$3"; ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF

Lrstart| | S B T @ [ query viewer - windo...

Step Action
4, Click the Excel link.

Note: The query results can run to HTML or Excel format.

5. Select the date criteria by entering it in the Start Date field, or by clicking on the
Calendar icon.

Click the 1 link.

6. Select the date criteria by entering it in the End Date field, or by clicking on the
Calendar icon.

Click the Current Date link.

7. Click the View R_esults button.
| Yiew Results |
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= e
EQuE Al

ﬁ Favarites ‘ {5 #£ | Suggested Sites ~ @ | Web Slice Gallery -

i;_) Connecting. .. | |

https:f frve, connecknd us pscndft1JEMPLOVEE/ER * @ 2| X :‘:’Lwe Search
el

ﬁ © B @ - Page - Safety - Tools - @v »

Query |

(RN NDS$125_BILLING_PAYMENT_DATE - AR Bills and Pays - Dt Prompt

MNDS1Z

nDsS11| Start Date: (07012010 [5
npa13| EndDate: [12102010 [ EEDEE

Wiew Results

MNDST: ‘ |

Cuslumer. | InterUnit | Har

Do you want to open or save this file?

MDS2(
MDEEC
MDSAL
MDSAL
MDSAL
MDS £
NDS_E
MDS_(
MDS_(
OMB_f
OMB_#

OMB_£

E j Mame: q.xls
il Type: Microsoft Office Excel 97-2003 Worksheet, 6, 00KE

From: www.connectnd.us

Open Save | Cancel I

¥ Ahways ask before opening this tpe of file

save this file. What's the risk?

“while files from the Intemet can be useful, some files can potentially
harm your computer. If vou do not trust the source, do not open or

OME_F [ % Dene

'_ '_ '_ '_ '_ ’_ |§ Internet | Protected Mode: OFF

4

OMB_IDB_GE_WERIFICATION Check Payment Method for IDBS Fuhlic HTML
OMB_JRNL_ERRORS Jrnl Errars Fuhlic HTML

Add to F

Pownload

ownload
awnload
ownload
ownload
ownload
ownlaad
ownload
ownload
ownload
ownload
ownload
awnload
ownload
ownload
ownload
ownlaad
ownload
GQuery Download
Guery Download

1000 0] [0 00 0] 00 00 00 (0| 60 00 (| @) 0 ) ) ) [0

ol

javascript: submitAction_winO{document.wind, 'QRYRUNERCELZ43");

;‘Startl J i |-l % = J 8 Query Viewer - Windows. .. | _réhttps:jfwww.(unne(t...

,_ ,ﬁ ,_ ’_ ’_ ’_ E Internet | Protected Mode: OFf

a v | miore -

« Y

Step

Action

Click the Open button.
Open

The File Download textbox will prompt "Do you want to open or save this file"?

The AR Bills and Payments Query results are in Excel format.

10.

End of Procedure.

This topic showed how to access the Listing of AR Bills and Payments Query.
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ST 7.8.2 - Customers by Unit Report
Customers by Unit Report

Navigation: Customers > Reports > Customers by Unit

Customer listing report by agency. This report has sort options such as: Customer Status,
Customer Type, Sort by Customer Name, Number and Type.

Procedure

This topic shows how to run the Customers by Unit Report.

(_: Employee-facing registry content - Windows Internet Explorer

5\;} e |g, https:/ fvviv, connectnd, us/psp/ndft EMPLOYEE [ERP R 7tab=0EFALLT j 5 |E| |§| |E| I:” Live Search |9 ‘|

7 Favarites ‘ % @] Suggested Sites - @ | Wsb Slice Gallsry -

E Employee-facing registry content

ORACLE" You are on Database: NDFT . — =

| Mutichannel Cansale

Favarites = Main Menu
Personalize Cantent | Layout
|Menu 2 =]

Search:
®

[ My Favorites

[» Diata Expansion Tools
[» Employes Self-Senvice
[> Manager SelfService
[> Supplier Contracts

[» Custamers

[> Pariners _—
[» Products

[» Catalog Management

[> Promotions

[» Customer Caontracts

[» Order Managerent

[> Pricing Configuration

[» Customer Returns

[ tems

[> Cost Accounting

[ Wendors

I» Purchasing

[= Irventary

[» eProcurerment

[» Services Procurerment

[> Sourcing

[» Engineering

[> Manufacturing Definitions
[» Production Caontral

[» Configuration Modeler

[ Product Configurations

I Quality

[> Demand Flanning

[= Inventory Palicy Planning LI

https: ffwew .connectnd  us{pspfndft{EMPLOYEE [ERPYs/WEBLIE_PTPP_SC HOMEPAGE FieldFormula.ISc € mikernet | Protected Mode: OFF a v [ mioe -

Costart| | 5, M 7] @ |[& Employee-facing regi.. <@ Y

Step Action

1. Click the Customers link.
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Step Action
2. Click the Reports link.

3. Click the Customers by Unit link.
ustomers by Linit

(_f: Customers by Unit - Windows Internet Explorer

m = |&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEE/ERP /cMATNTAIN_CUSTOMERS RUN_ar31002.6BL2PoRT: ]| G || €9 || | [&¥ Live Search (2=

{;‘ Favorites ‘ {c‘; €| Sugoested Sites + @ | Web Slice Gallery +

& Customers by Unit - v [ =y v Page - Safety  Tools v - ”

ORACLE" You are on Database: NDFT

Home

Favarites  Main Menu » Customers » Reports > Customers by Unit

f Mew window P Help B http

hkEa

Customers by Unit
Enter arry infarmation you have and click Search. Leave fields blank for a list of all values

[ Add a MewValue |

Maxirmum number of rowes to return {up to 3003|300
Run Control ID: | begins with > ||

" Ccase Sensitive

Search | Clear |pasic Search [ Save Search Criteria

Find an Existing value | Add a Mew value

4] | i
javascript: submitAction_win0{document.wind, '#ICSwitchMode"); '_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | 00 - A
Sostart| | G, B 7] @ |[ & customers by Unit - . < &m0

Step Action
4, Click the Add a New Value tab.

|/ Add a New Valug
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Step Action
5. After navigating to a report, the user will be asked to enter a Run Control ID:
The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used again,
or modified, the next time the same process is run. Run Controls are unique to a user
ID.
The first time a report is run you will need to Add a New Value. The Run Control
can be any alpha/numeric combination but cannot have spaces. Once the Run
Control is entered you will proceed to the parameters page.
6. Enter the desired information into the Run Control ID field.
Enter "CUSTOMERS_BY_UNIT".
7. Click the Add button.
Add
8. The Customer Status and Customer Type fields should be All. This sort parameter

will list all customers associated with the business unit.
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ﬂ: Customers by Unit - Windows Internet Explorer

% = [&] https: fuwwn.connectnd. us/pspindFt{EMPLOYEE/ERP /cMATNTAIN_CUSTOMERS RUN_ar31002.6BL2PoRT: ]| G || €2 || X | [&Y Live Search (2=

{;‘ Favorites ‘ {3 €| Sugoested Sites + @ | Web Slice Gallery +

{8 Customers by Unit - + [ =y v Page - Safety  Tools v @~ ”

ORACLE" You are on Database: NDFT

| MutiChannel
Favorites ;Main_Menu > Customers > Regorts > Customers by Linit
@New\l\finduw ? Help E{'Custurmze Page htlp

hEEn

Customers By Unit

Run Control ID:  CUSTOMERS_BY_UNIT Repori Manager  Process Monitor [ RUR

Language: English hd

Report Reguest Parameters

Unit: 12500 Q@ Attorney Generals Office

Customer Status: All hd Active and Inactive
Customer Type: All hd Al

Credit Analyst: "7 Q

Sales Person: l— Q

Collector: Y

Sort Option: |SUdbyCustUmerName ;I

B Save | [=] hotify Es Add Update/Display

javascript: pAction_win0{document.wind, 'RUN_CMTL_CUST_CR_AMALYST$prompt'y; ﬁ Internet | Protected Mode: OFF ¥o - | 00 - A

Sostart| | G, B 7] @ |[ & customers by Unit - . <& w0

Step Action
9. Click the Look up Credit Analyst (Alt+5) button.

10. Click the CREDIT link.

11. Click the Look up Sales Person (Alt+5) button.
12. Click the TEAM link.

13. Click the Look up Collector (Alt+5) button.

14. Click the COLLECT link.
COLLECT]

15. Click the Run button.
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,__(T Customers by Unit - Windows Internet Explorer
% = [&] hitps: fuwe. connectnd. us{pspindfHEMPLOYEE/ERP /cMATNTAIN_CUSTOMERS RUN_aR31002.GELrPoRT: ]| G || €9 || | [&Y Live Search |2~

{} Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery -
& - * [ @ ~ Page v Safety v Tools v ®v >

g Customers by Unit

MutiChannel Ci

ORACLE" You are on Database: NDFT
Home st |

Favorites  Main Menu > Customers > Reports > Customers by Unit
i s =
0 Mewwindow P Help  [# customize Page | ‘
saved

Process Scheduler Request

User ID: LOSHAMMOMNE@MND GO Run Control ID: CUSTOMERS_BY_UMNIT

Server Name: Imj' Run Date: 12moronn [5
Recurrence: [ *| runTime  [31027PwW | Resatto Current DaterTime

Time Zone: Q
Process Hame Process Type Type *Format Distribution

Select Description
W Business Unit Customers ARZ1002 SCOR Report Wieh - IPDF 'I Distribution

QK Cancel

’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | 00 =
« =001

Done
;‘."Startl J EN JI & customers by Unit - ...

Step Action
16. Click the O_K button.
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f_ Customers by Unit - Windows Internet Explorer

% = |&] https: fwmn.connectnd. us/pspindFt{EMPLOYEE/ERP /c/MATNTAIN_CUSTOMERS RUN_ar31002.6BL2PoRT: ]| G || €2 || | [&Y Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

@ - - [ @ -~ Page = Safety ~ Toals ~ ®v >

{8 Customers by Unit

ORACLE" You are on Database: NDFT

Home: | MuttiChannel | Add to F;
Favorites - Main Menu > Customers > Reports > Custamers by Linit:
H - -

B rewewindow P Help [ Customize Page ‘
Saved

Customers By Unit

Run Control ID:  CUSTOMERS_BY_UNIT Eeport Manager Process Monitor
Language: IE”g“Sh j' Process Instance:5722345

Report Reguest Parameters

Unit: 12500 Q@ Attorney Generals Office

Run

Customer Status: All hd Active and Inactive
Customer Type: All hd Al

Credit Analyst: [crEDT & Credit

Sales Person: TEAM Q

Collector: [coleeT (@ Collectar

Sort Option: |SUdbyCustUmerName ;I

B Save | [=] hotify Es Add Update/Display

Done [ [ [ [€meemet | Protected Mode: oFf o v [ -
:'Startl J i | e JI /& Customers by Unit - ... “® @[(}))

Step Action

17. Click the Process Monitor link.
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fﬁ Customers by Unit - Windows Internet Explorer

(19

= [&] hitps: fuwn . connectnd. us{pspindfHEMPLOYEE/ERP/c/MATNTAIN_CUSTOMERS RUN_aR31002.GELrPoRT: ]| G || €2 || | [&Y Live Search |2~

i} Favorites ‘ {3 € | Suggested Sites ~ @ | Web Slice Gallery =

1€ Customers by Unit & v -~ [ @ ~ Page v Safety v Tools » ®' »

ORACLE" You are on Database: NDFT

Home

Favorites — Main Menu > Customers > Reports > Customers by Unit
: - -

E Mewwindow P Help [ customize Page B hitg 2]

hkEa

Server List
View Process Request For
User ID: LDSHANNONE Q. Type: | M EE =l a0 [pas ] | Refresh

Server: 'I Name: Q, Instance: to |
Run vl Distribution I vl W Save On Refresh

Status: Status:
Process List Fingt Fire: Ll 1-96 of 46 L -
Select Seq. Process Type Process Hame  User Run Date/Time IMLLM Details
[T 5722345 SQR Report ARZ1002 LDSHANMOM@MND.GOY 121 0/2010 310:37PM CST Queued 2, Details
[~ 5722318 SR Report ARZ0003 LOSHANMOME@E@MD GOY 121052010 3543540 CST Success Fosted Details
- 5722294 FS.lob MNOSBLITD LDSHANMOM@MD . GOY 1201 0/2010 258:064M CST Success Fosted Details
= a7zzesn FEloh MNDERI0Z LOSHANMOM@EMD . GOY 121072010 8291940 CET Success Fosted Details
[~ 5722248 FElob MOSBLI10 LDEHANMOM@MND.GOY 12/08/2010 310:25PM CET Success Fosted Details
= 5722248 SGR Report BINCETE LOSHANMOM@MND. GO 12/08/2010 200:44PM CET Success Fosted Details
[ 5722246 Crystal BIFDOO1 LDSHANMOM@MND. GO 12/08/2010 246 24PM CET Success Fosted Details
= a722243 Application Engine BIFOO01 LOSHANMMOMEMND . GOY 1 2009/2010 2.26:47PM CST Success Posted Details
= 5722240 Application Engine NMOS_INTFC_Bl  LDSHANMOMEMND GOV 120972010 2:04:40PW CST Success FPosted Details
[ 5721838 Crystal GLCTA01- LOSHAMMNOME@MD GOV 1200372010 319:06FM C5T Success FPosted Details
= 5721937 Crystal GLCTA01- LOSHAMMNOMNEMND GOV 1200372010 2:59:36PM CST Success FPosted Details
= 5721808 SGR Report GLS7012 LOSHANMMOM@E@ND GOV 1 20352010 3:28:26AM CST Success Posted Details

4 | 3|
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥a - | H00% =
;‘."Startl J i T e JI & customers by Unit - ... * @(}’J

Step Action
18. Click the Refresh button.

19. Click the Details link.
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(_ Customers by Unit - Windows Internet Explorer
w = |&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERP jc/MATNTAIN_CUSTOMERS RUN_aR31002.6BL2PoRT: ]| G || €9 || X | [&Y Live Search (2=

q} Favorites ‘ Y:'E €| Suggested Sites + @ | Web Slice Gallery +

{8 Customers by Unit

ORACLE" You are on Database: NDFT

Home

Favarites  Main Menu » Customers » Reports > Customers by Unit

B Mew Window 7 Help E{'Custum\zepage htlp =

hEEn

Process Detail

Process

Instance: 722345 Type: SaR Report
Name: ARA1002 Description: Business Unit Customers
Run Status:  Success Distribution Status: Posted
(Ron [ Update Process
Run Control ID: CUSTOMERS _8Y_UNIT " Hold Request
Location: Senver  Queue Request
-
Server: FENT Cancel Request
” Delete Request
Recurrence:  Restart Request
Request Created On: 1201 0/2010 3:10:31PM C5T Farameters Transfer
Run Amytime After: 12102010 210:27PM CET Message Log
Began Process At: 120102010 310:46FPM CET Batch Tirmings
Ended Process At: 120102010 3:11:00FM ST Wiew LogTrace
javascript:submitAction_wind{document wind, PMN_DERIVED_INDEX_ETN'; [ [ [ [ [& mtemet | Protected Mode: OFf RS
fYStartl J i . ] e JI /& Customers by Unit - ... @[(}))

Step Action

20. Click the View Log/Trace link.
[riew LoaTrace]
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fﬁ Customers by Unit - Windows Internet Explorer

% = [&] hitps: fwwe . connectnd. us{pspindfHEMPLOYEE/ERP /cMATNTAIN_CUSTOMERS RUN_aR31002.GELrPoRT: || G || €2 || | [&Y Live Search
7 Favarites ‘ 9% @ Suggested Sites = @ | Web Slice Gallery =

g Customers by Unit

ORACLE" You are on Database: NDFT

Home
Favorites - Main Menu > Customers > Reports > Customers by Unit
: - -

View LogiTrace

Report 1Dz 4197209 Process Instance: 5722345 Message Laog

Name: AR3IT002 Process Type: SCR Report
Run Status: Success

Business Unit Custamers

Distribution Details

Distribution Hode: NT Expiration Date: ID2IDBI2D1 1
| S —
Hame File Size (bytes Datetime Created
AR31002 5722345.PDF 22,415 12M 02010 3:11:00.183000FPM CST
ARITO02 5722345 D- o 121072010 2:11:00.183000PM CST
SR AR31002 5722345 100 1,70

12M0/2010 3:11:00.183000FM CST
|| Distribute To

ution ID Type *Distribution I0

User LD SHANMNOM@EMD. GOY
| Return |
https:f fwww connectnd usfpsreports/ndft/4 197209/AR31002_ 5722345 PDF l_ l_ l_ ’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF

& eweiindow P Help [ customize Page B ke Al

Bl

f?’startl J i . Bl = JI & customers by Unit - ...

A | mire -

«< (& m

Step Action

21. Click the PDF file.

|AR31 002 5722345 PDF

22. This topic showed how to run the Customers by Unit Report.
End of Procedure.
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